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NO OTHER MACHINE IS DESIGNED LIKE IT OR BUILT SO RUGGEDLY 


Instant Stop-Start—A message being recorded can be stopped in the middle 
of a word and continued without "screech", “howl” or time lag. 


Vibration Proof—No other recording instrument is built so ruggedly. 
Actually the Audograph will record or play back while you shake it, 
tip it or even turn it upside down. 


Letter-Head Size—The Audograph is only 9!/5x9!/5x6!/,"—so it takes up 
no more space than a letterhead—end it weighs but 16 pounds, so it's 
really portable! 

The AUDOGRAPH uses Flexograph unbreakable plastic discs available in three sizes 57''—over 
10 minutes each side, 65'"—over 16 minutes each side and 8'/2""—over 31 minutes each side. 
The 60 minute Flexograph records close to 14,000 werds—which is 278 typewritten pages—and 


100 records take up less than one inch of file space! Visit the Audograph Exhibit, Booths 252-253- 
254 National Business Show Grand Central Palace, New York City—Sept. 29, Oct. 4. 


GRAY MANUFACTURING COMPANY 


W. E. DITMARS, President + 16 ARBOR ST., HARTFORD, CONN. + 230 PARK AVE., N. ¥. 


MAKERS OF THE PAY STATION TELEPHONE SINCE 1891. 
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podform =|, 
means CORRECT SEATING , 


a man has a comfortable chair, he 
\ does more work and better work ... and 
he’s apt to be better satisfied with his job. 
Correct seating—which means a Goodform 
Aluminum Chair, adjusted to each individual— 
isa paying proposition. Take a man making $1.50 
an hour. In an uncomfortable chair, he tires 
quickly, has to get up frequently for relief. Give 
him this comfortable Goodform and he’s bound 
to spend at least 15 minutes more a day at pro- 
ductive work. Results pay for correct seating in 
six months, or less. 


Goodform is lower in lifetime cost than any 
other office chair you can buy. After years of 
service, it is just as comfortable and good-look- 
ing, just as light and strong, as it was when new. 
Welded aluminum never gets splintery or rickety. 
The satin-smooth anodic finish stays bright and 
attractive. In short, figured on its long useful life, 
a Goodform Adjustable Aluminum Chair costs 
you less than two cents per working day. 


See this Goodform No. 2125, the man’s chair, 
at GF dealers and branches. Now available for 
prompt delivery. 


GOODFORM 
Adjustable 
ALUMINUM CHAIRS 
= 


A product of THE GENERAL 
FIREPROOFING COMPANY 


423 East Dennick Ave. 
YOUNGSTOWN 1, OHIO 


Cer 


> 
? , 


Cnair shown is Goodform No. 2125 


SYODFORM ALUMINUM CHAIRS « METAL DESKS «© METAL FILING CABINETS + STEEL SHELVING 
September, 1947 OFFICE MANAGEMENT AND EQUIPMENT 3 
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A partial list of what will be seen at 


The 39th NEW 
NATIONAL BUSINESS SHOW 


September 29 to October 4, Grand Central Palace, New York 


Accounting Systems and Equipment 
Adding and Calculating Machines 
Adding and Calculating Machine Stands 
Addressing Machines 

Analysis Machines 

Autographic Registers 

Automatic Typewriters 

Banking Machines 

Billing Machines 

Binders and Binding Devices 

Blank Books 

Bookkeeping Machines 

Bookkeeping Systems 

Budget Systems 

Burglar Alarms 

Business Forms 

Calculating Machines 

Carbon Paper and Rolls 

Card Record Systems and Equipment 
Cash Registers 

Chairs 

Check Signers 

Check Writing Machines 

Clocks 

Collating Machines 

Communicating Systems and Equipment 
Composing Machines and Equipment 
Cost and Credit Systems 

Dentists and Doctors Systems 

Desks 

Dictating and Recording Machines 
Duplicating & Printing Machines & Supplies 
Electric Clocks—Desk and Wall 
Electric Time Systems 

Electric Typewriters 

Engineering Lettering Equipment 
Factory Forms and Systems 

Fare Registers 

Filing Cabinets, Devices and Supplies 
Fire Alarm Systems 

Furniture 

Hotel Posting Machines 

Index Systems and Supplies 

Ink Sets 

Inked Ribbons 

Inks, Duplicating 

Installment Account Posting Machines 
Insurance Accounting & Computing Machines 
Intercommunicating Systems 
Interpreter Systems 

Inventory Systems 

Job Cost Recording Systems 

Letter Sealing Machines 

Lettering Machines 


YORK 


Lettering Systems and Equipment 

Loose Leaf Books, Binders, Ledgers & Forms 
Machine Posting Trays, Forms and Binders 
Mailing Room Equipment 

Material Control & Machine Loading Systems 
Metal Office Equipment 

Metered Mail 

Microfilm Systems, Equipment and Service 
Office Composing Machines 

Office Furniture 

Order and Invoice Systems 

Order Scheduling Systems 

Parts Production Control Systems 

Payroll Machines and Systems 

Photo Reproduction Equipment and Supplies 
Plant Broadcasters 

Portable Adding and Calculating Machines 
Posting Machines 

Production Control Systems 

Production Scheduling Systems 

Public Utility Machines 

Purchasing Control & Purchase Order Systems 
Receiving Order Systems 

Record Systems and Equipment 

Recording Equipment 

Restaurant Systems and Equipment 

Retail Business Systems 

Ribbons and Carbon Papers 

Safes 

Safe Deposit Boxes 

Sales Analysis and Control Systems 
Scales 

Sealing Machines 

Sound Slidefilm Projectors 

Stands for Business Machines 

Stencils and Stencil Machines 

Stock Record Systems 

Storge and Transfer Cases 

Store Systems and Equipment 

Tabulating Machines 

Telephone Recording 

Test Scoring Machines 

Time Clocks and Locks 

Time Indicating Devices 

Time Recording Systems, Machines & Stamps 
Time Stamps (Electric and Manual) 

Tool Check and Inventory Systems 
Transcribing Machines and Methods 
Typewriters 

Typewriter Accounting Machines 
Typewriter Bookkeeping Machines 
Typewriter Ribbons and Carbon Paper 
Typewriter Stands 

Visible Filing Equipment 

Watchmen’s Clocks 


SS re 


America’s Efficiency Exposition 
Since 1904 


NATIONAL BUSINESS SHOW COMPANY, 30 Vesey St., New York 7, N. Y. 
Frank E. Tupper, President Telephone CO. 7-1392 


eet ° 


— 


OFFICE MANAGEMENT AND EQUIPMENT—featuring office purchasing, equipment, methods and personnel is published monthly by Andrew Gers 
Inc., at New York, N. Y. Business, Editorial, Circulation and Production Department, 260 Fifth Ave., New York. Entered as second class ss States 
Sept. 20, 1946, at the P.O. N. Y., under the Act of March 3, 1879. Volume 8, No. 9, September, 1947. Subscription $2.00 per year in U $ 
and Possessions, Mexico and Cuba; $3.00 all other countries. Printed in United States. 
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Dignity is created by the surroundings 
in which an executive works. “Y and E” 
Style Master Steel Office Suites in har- 
monious warm Neutra-Tone Gray com- 


SEND FOR THE “Y AND E” __pleteasetting of impressive distinction. 
4 COLOR BROCHURE 


“Color + Design © Junction” 


YAWMAN AND ERBE MFG. CO.,1045 Jay Street, Rochester 3, N. Y. 
a The Franchise That Means Quality Merchandise 
a September, 1947 OFFICE MANAGEMENT AND EQUIPMENT 5 


pe i ae toe Bow.” aes u i Fy. » dia — a ) o Pe ee mF 
, ——- 1a Ss i. wo : 
- sis toe Sg : 4. ie } = : E 2 
7 ee Eo ae aj 2 Jae ee ans a 3 a2 PS y 
fe Peek. we se 5 pee ie sa a ee ‘ ee eee 
Ss eae Po i ee oo 
: ee toed «scien t 4 : ¥ as Zi ae 
"ie, Pee ° ; ae ; so ~ae | 6 ee eee 
ile. |. he , ye { , : — % (aes oa 2 
fh 4 4 ; i ; 
a ee ie ene i — ; .) ae ae ‘ 
cha) See eee 3 : mwty te : 
7 rt as i" a: ; e 4 ; o 
) in gs Fea A ge sf ? 
ats) 3 : “ie aig : > 
§ ¥.9 . me | ue — 79 . 
é : i ‘ fy ‘ gs ‘ , 2 7a iz : 
¥ - ; in a ; 
1 7 ae ~ aero a. 4 ve | ; et ae oo 4 
~~ Se ee = 3 3 ; 
—— P< f° ue ae & ; hie" Ash FG 
a i 4 ee ss ay ; } : ; ; 
ee Pn em e. if eas . 
Bre es i & 4 lS an : if ; Va ee : 
EES a ll 
x oon as eee Np : E = e. ile i 7 | at cha a 5 
ae : oss ; spa ja ‘ ~~ : = Dery wae ks 
~ ” ae ; 4 OF Lt a ’ 
+ ; Se $ eee al 8 eee 
. . an octal <a ® ; 
; ¢ es . a oy is a s ti : . a eS 2 : oe w . y ; = 
a en, ee! nee ee < tye 4: ll = & ae : 
Ze pri EOS ere oh ee aos ga M : we : , i ; 
f) . e CR, y E 
- tA 
| 2 | ee 
+ . J . ‘ 
} 
ee 
ae Sree . * - te ae aes va sate of es om oy x a E 
oF ; = ft eS a ee — ae ar Paget Me : ee ; ce je 
mc ie ge 2.) a A ere ee 5 gal ee ee } 5 


‘RIBBONS 
CARBONS: 


RIBBON & CARBON CO. Inc. 


Foremost thakers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere 


OFFICE MANAGEMENT AND EQUIPMENT 
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She's patiently typing the same sales letter 
100 times each day . . . when once would 
have been enough. 


He’s patiently posting from separate re- 
ports . . . when the job could be done in 
minutes— instead of hours. 


She’s “patienfly waiting 25 minutes for 
photo-copies of file cards and records. . . 
when copies could be ready in 25 seconds. 


Amazing new machine eliminates repetition in typing, 


writing, accounting. Gives you reproductions in 25 seconds. 


Type your sales letter once on ordinary 
translucent paper . . . then make the desired 
number of Ozalid black-line prints in the 
new Ozalid Streamliner. 

Add headings, personalized references . . . 
and you have letters which look exactly like 
100% typing. 

Time? 25 seconds for each Ozalid print! 

Cost? Less than 114 cents per copy! 


Every accountant has hoped for this — 
Now, figures from different reports (whole 
columns, if you wish) can be transferred to 
another report—positioned side by side, 
any way you like—without lifting a pen, 
without one error in transcription. 

How? In minutes instead of hours—by 
keeping records on ordinary translucent 
ledger paper . . . making Ozalid strip-film 
prints of sections you wish to isolate. 


By simply placing these self-pasting, 
transparent prints on another sheet of 
translucent paper, which you use to pro- 
duce the desired number of copies. 


The only immediate reproduction service. 
You're up-to-date as never before when you 
keep your file cards, records, continuing re- 
ports on ordinary translucent card stock. 

You add data periodically with type- 
writer, pen or pencil . . . make Ozalid prints 
in 25 seconds whenever needed. You com- 
pletely eliminate repetition, manual tran- 
scription, waiting for prints. 

You save time, labor, and dollars ou 
every job with your Ozalid Streamliner . . . 
reproducing your typed, drawn, printed 
work—not from stencils—but from ordi- 
nary translucent paper. Not in a darkroom 
—but right in your own office. 


Write today for this free illustrated booklet. 24 pages of ee techniques 


for every job in your office. 


er, 1947 September, 1947" 


Samples of 10 different types of Ozalid 
prints you can make from any original 
—prints in blue, black, red, sepia col- 
ors . . . on paper, cloth, film, plastic. 


* How to eliminate multiple posting. 


® How to make prints up to 42 inches 
wide, any length. 


© How to prepare posters, displays in 
full-color without printing plates or 
engravings. . 


Simplified business techniques. - 


e At last—freedom from stencils and 
inks. 


e Short cuts for your office, art depart- 
ment, drafting room. 


eHow to duplicate photographs in 
seconds. 


¢ Uses in schools, colleges, personnel 
departments. 

@ How to make stain-proof copies of 
testimonial letters, sales-kit samples, 
etc. 


eIdeas for Systems Men. 


MANAGEMENT AND EQUIPMENT. 


And another surprise—you can even du- 
plicate your photographs—make as many 
copies as you wish—direct from a film posi- 
tive, which can be made from any negative. 


OZALID DIVISION OF DEPT. 8 


General Aniline & Film Corporation 
Johnson City, New York 

Gentlemen: Please send free copy of 
“The Simplest Business System” 312 


and Ozalid prints of typed, drawn, 
printed, and photographic material. 


NAME 


POSITION 


COMPANY 


ADDRESS 
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Better copies—faster and cheaper—are yours when your operators 
use Autocopy-Beck duplicating machines and supplies. Autocopy-Beck 
products have long been first choice of many of the nations largest com- 
panies. 


For speed and accuracy it's the new 
Speedograph Rotary. Where efficiency 
is required in reproduction up to 100 
copies the Speedograph Rotary has no 
equal. Now available for immediate 
delivery in hand and automatic feed. 


An all purpose duplicating machine 
that eliminates the need for skill and 
care in feeding copies! Model 
shown is the ONLY flat-bed duplica- 
tor with automatic paper feed. It 
is available in a wide variety of sizes. 


AUTOCOPY Gelatin Rolls consist- 
ently produce clean, bright and per- 
fect copies because they are scienti- 
fically compounded to insure longest 
efficient use under varying climatic 
conditions. They are available for 
all makes of duplicators. 


Presto Duplicator—lIdeal for 
schools, restaurants and smaller 
businesses. Copies anything hand- 
written, drawn or typewritten in 
single or multiple colors. Comes 
equipped with paper feeder, stripper, 
margin bar, 7 ft. gelatin film, sponge 
and rubberized cover. Has 834" x 
14" copying surface. 


AUTOCOPY Cleansing Cream re- 
moves in 30 seconds mimeograph and 
other ink stains acquired on hands in 
hours of work! Leaves skin soft and 
smooth and does not mar nail polish. 
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Torque plate ——- 
mentunder eachdrawer 
shelf. Rigid frame con- 
struction! 


Extra strong! Sturdy 6- 
post frame, rigid cross- 
bracing, full-opening 
drawers. 


a omer 9 are flan- 
ged back and welded to 

ttom—providingextra 
strength! 


Lasting, chip-proof fin- 
ish. oor of fama 
ine bronze, beautifully 
designed. 
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| GES ALL THREE 


e@ Ask the man who uses them! You, too, will find that A-S-E Files 
look better, perform better, ARE better! They’re packed with many 
hidden features . . . features that assure lasting satisfaction. Write 
for full details. 


* * * 


A-S-E STEEL PRODUCTS FOR MANY USES 


STEEL OFFICE FURNITURE - RACO ELECTRICAL OUTLET AND SWITCH 
BOXES - INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS HANDLING 
* FROZ-N-FOOD LOCKERS - CLOTHING LOCKERS - WARDROBE, 
STORAGE, AND COMBINATION CABINETS 


ANE 


300 CLEVELAND AVENUE, AURORA, ILLINOIS 


OFFICE MANAGEMENT AND EQUIPMENT 


ALSO 2, 3, OR 
5-DRAWER SIZES 
We also manufacture a 
complete line of steel stor- 
age and wardrobe cabinets. 


ALL-STEEL EQUIPMENT FILES mason’? enn 
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Jean: Our new desks and chairs are modern, 
mellow-looking wood. S-m-o-o-t-h! 


Jane: It’s about time! My old desk and chair 
must have been bought when J.B.’s grand- 
father founded the company. 


Jean: Don’t be a sourpuss. Aren’t you pepped 
up over the way the office looks now? 


Jane: Naturally. And it’s comfortable. I’m 
proud to welcome visitors now. 


Jean: I go for the feel of that rich wood 
grain. Makes the office seem homey in a 
business-like way. 


Jean: Not a bit, Janey. Riggs said ‘‘ wood 

; ° costs no more.’’ And we get good use out 
‘‘Purchasing.’’ He told J.B. ‘‘nix on dual . ts 3 
of the furniture long after the company’s 
written it off the books. 


Marge: Credit for that goes to Mr. Riggs of 
standards’’—with one kind of furniture for 
us and another for the ezecs. 

Marge: Modernization sure does things for 


Jane: Isn’t wood more expensive though? , 
a gal’s morale. 


Jean: You can say that again, Marge! 


We'll say it again: for beauty ... for 
warmth ... for economy ... for better em- 
ployee and customer relations, furnish 
your office with wood desks and chairs for 
everybody! 


See your office equipment dealer! 


ne wooo 
or Le 


OOQ@ OFFICE FURNITURE /nstitute 


America’s progressive manufacturers of commercial desks 
and chairs . . . cooperating in product research and 
product improvement .. . in the interest of greater 
office comfort, beauty and morale. 
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Miss Jones is the best qualified person 
to write in tribute to the new Steel-Age 
Tabulating File. The girl who has used one knows 
what it can do! 


Just think: a capacity of 78,000 cards in each 
Steel-Age Tabulating File to give all the space 
you require. What’s more, its great capacity . . . 
sturdy construction . . . effortless operation and 
attractive appearance are all incorporated into one 
modern file that’s priced to fit your budget. 


9 OUTSTANDING FEATURES 
OF THE STEEL-AGE TABULATING FILE 


& COMPRESSOR... Positive Bottom Channel O QUICK VISION...Efficient Quick Vision Label 
Compressor. Holders. 


@ SUSPENSION... Smooth Action Ball Bear- @/ OPTIONAL LOCKS... Optional file locks that 
ing Extension Suspension. can be easily installed in the field. 


@ SHELF CONSTRUCTION...Concealed Hor- 9 waroWaRre... Attractive White Hardware. 
izontal Shelf Construction. 


O REINFORCEMENTS ... Four Vertical Reinforce- 


ment CORRY-JAMESTOWN 


Oe es MANUFACTURING SORP. 
bottoms are slotted full depth to facil- 
itate removal of cards. 
oO ru PROTECTION...High tray sides assure Age 


full record protection and permit stack- S ee 
ing trays. 


CORRY « PENNSYLVANIA 
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THE GREATEST INVENTION 
TO AID 
OFFICE EFFICIENCY 


PLUS ECONOMY of TIME and COST 


IN 40 YEARS 


HANDS 
DO 
NOT 
TOUCH 
CARBON 
COATING 
AT ANY 
TIME 


WITH THE 
TIMES 


SAVES YOUR VALUABLE TIME 
DOUBLES THE LIFE OF YOUR CARBON 


Keno, cass one 
dinette 
Ss NECESSARY I 
Y | WHERE CARBO 
1 Ss US E D 


25,000 different inked ribbons and 1,000 different kinds of carbon paper in sheets 
or rolls supplied for all kinds of systems and machines, domestic or foreign. 


WRITE or PHONE to any of the following offices for demonstration 
MANUFACTURING 


KEE LO COMPANY 


Rochester 1, N. Y., U. S. A. 


DOMESTIC BRANCHES: Atlanta, Baltimore, Birmingham, FOREIGN BRANCHES: Buenos Aires, Cordoba; Rosario, 
on, Chicago, Cincinnati, Cleveland, Dallas, Denver, Tucuman, Argentine; Adelaide, Brisbane, Melbourne, Perth, 
Detroit, Houston, Indianapolis, Jacksonville, Kansas City, Sydney, Australia. Carbon Paper Supply Co., London, 


\) 
N 


P N 
a N 


Los Angeles, Louisville, Memphis, Milwaukee, Minneapolis, 
New Orleans, New York, Omaha, Philadelphia, Pittsburgh, 
Portland (Oregon), Rochester (N. Y.), St. Louis, Salt Lake 
City, San Francisco, Seattle, Toledo, Tulsa. 


Birmingham, Edinburgh, Glasgow, Manchester, Newcastle, 
Leeds, Leicester, Liverpool, England; and Belfast, Ireland. 
Export Dept., Rochester 1, N. Y., U. S. A. Cable Address: 
“Keelox Rochesterny." 
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Bhiceloc ofa Blouke A Line of 
Polooe Vieleablyw | Filing Equipmen 

buculive Nerv with Outstanding 
1 ee Features 


at Bulerows 
7 


Available in 2, 3 and 4 drawe 
models, with or without the end. 
sive Invincible Concealed Safe Unit, 
(See below.) 


f 


A selection of four beautiful eye 
appealing finishes: olive green 
grained walnut, grained mahogany 


fit 


J po a BS. “is Mm! and the new Modernaire gray. 
Full! Fuslend —_— ae 


Mhuurke 
ihucktwe 


Filing of letters is faster, neater and 
more efficient with INVINCIBLES 
new Positive Locking Compressor, 
Positions easily, locks firmly, releases 
with a finger touch, slides smoothly. 


All three heights come in standard 
letter and legal sizes. All fittings 
are metal. Cradle-type drawer sus. 
pension has super strength for max. 
imum drawer load. 


EXCLUSIVE! INVINCIBLE’S Concealed 
Safe Unit . . . Combination Lock 
equipped . . . asbestos fire protec- 
tion . . . armor plate door... full 
height hinge . . . three point lock. 


A patented feature available only to 
Invincible users because only the IN- 
VINCIBLE line of metal filing cabinets 
has them! It offers guaranteed security 
for your valuables and papers in your 
home or in your office. 


For full details on INVINCIBLE, write File Headquarters . . . Invincible Metal Furniture Co., Manitowoc, Wis. 
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immediate delivery on 


RING BOOKS! 


a . All steel rings 
- Canvas and 
imitation 
leather 
covers 


Ss. 


All Popular Sizes 


BOORUM & PEASE is extremely fortunate on hand, the best in products to re- 
in being able to make these high quality affirm the faith of old customers, and 
RING BOOKs available to you with IM- to create a popular market for new 


customers. BOORUM & PEASE products 
carry the mark of traditional, fine- 

THE SMART STATIONER anticipates the quality—known to American business ~ 
needs of his customers, and always has for over a CENTURY. 


SEND YOUR ORDER DIRECT OR PLACE WITH ONE OF OUR SALESMEN TODAY 


MEDIATE DELIVERY. 


FOR EVERY RECORD—A WAY TO KEEP IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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North, South, East or West, 
Federbush Binders are the Best! 


A. 


METAL HINGE RING BINDER 
WITH LABEL HOLDER 


Style RJM. Binding: Full Black Py " 


Levant Grain Imitation Leather, blind 
FABRIC HINGE RING BINDER 


tooled; stiff covers; metal parts highly 
nickel plated with triggers. Style RJ. Binding: Black Imitation ° 
Leather, blind tooled; stiff covers; metal - 
. 


parts highly nickel plated with triggers. 


SECTIONAL POST BINDER : 
Toplock — Style FR, Binding: ° 
Finest Grade Blue Slate Canvas, Red SECTIONAL POST BINDER 
Leather Corners; medium weight binder Slotlock Style SB. 8: wt 
peated ine near _— Blue Slate Canvas, Black Imitation 


Leather Corners; medium weight binder 
board with rounded corners; canvas 
hinge; slotted locks, 
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91 SEVENTH AVENUE + NEW YORK 11, N.Y. 


When It Comes to Binders — Come to Binder Headquarters . . . or Write for Qur Complete Catalog. 
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is beautiful new Wear-Ever Aluminum Chair 
ismade STRONG to withstand hard usage. Loaded 


with a 200 Ib. weight. rocked back, then dropped 


forward 415" mechanically 100,000 times, the chair 


did not loosen or change its dimensions. It’s self- 


leveling — won't wobble on uneven floors. It’s 


constructed of high yield strength, extruded 


\luminum alloy. 


4 
WEAR-ABILITY is outstanding in this chair. The 


silvery Alumilite finish can’t corrode, chip. crack. > 


eel or show finger marks. Heat, cold. dryness or 
ampness cannot affect this durable chair. The 
wh, washable fabric is easy to keep 
viess. It’s the chair that “keeps up” 
without upkeep. 


BEAUTY of line and proportions make this 
chair ideal for any surroundings. Comfort 
isevident in the large shaped seat and back 
and the posture-correct design. Ornamented 
with black plastic finials; has non-marring 
leg glides. Six rich upholstery colors: Red. 
Green, Blue, Ivory, Dark Green and Dark 
Brown. 


Try this chair, Ask your 
supply house to show it 
to you, or mail the 
coupon to The Alum- 
inum Cooking Utensia 
Company, 2309 Wear- 
fiver Building, New 
Kensington, Pa. 


SELF- 
LEVELING 


r------------ 
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l 
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We would like to see the new Wear-Ever Aluminum Chair: 
| NI iain fe eo hide sd Also price on (quantity) ........... | 
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PRACTICAL LIGHTING IS 
flexible FOR EACH INDIVIDUAL 


eeeFOR EACH TYPE OF WORK 


Few persons see exactly alike. 
Even on similar jobs they have dif- 
ferent—and changeable— lighting 
needs. Consider how these varia- 
tions multiply when you plan to 
compensate for dark locations... 
to provide high level illumination 
for | agg 0 machining, fast as- 
sembly, close inspection, drafting 
or accounting. 


Then you'll understand why we 
stress the Dazor Floating Lamp’s 
flexibility: its capacity for delivering 
the right amount of light for the 
individual at the right place for the 
type of work. Dazor’s exclusive Float- 
ang Arm enables the user to raise, 
lower, push, pull or tilt the reflector 
anywhere within the broad area 
reached by the lamp. Once guided 
to the point selected, a patented 


PAZOR FLOATING LAMp, 


FLUORESCENT 
18 


and 


mechanism holds it; there’s nothing 
to fasten. 


Your choice of advanced Dazor 
lighting is a logical step toward 
improving the safety record, in- 
creasing output, curtailing errors. 
It also puts you in good company. 
Just observe as you examine photo- 
graphs of progressive concerns in 
—— magazines, how often 

azor Floating Lamps appear as 
“part of the picture.” 


Phone Your Dazor Distributor for 
an on-the-job demonstration of 
Dazor efficiency. In the event you 
require the distributor’s name,write 
to Dazor Manufacturing Corp., 
4481-87 Duncan Ave., St. Louis 10, 
Mo. In Canada address inquiries 
to Amalgamated Electric Corpora- 
tion Limited, Toronto 6, Ontario. 


MOVES FREELY INTO ANY POSITION 
AND STAYS PUT— WITHOUT LOCKING 


UNIVERSAL = BRACKET DESK PEDESTAL 


INCANDESCENT 
OFFICE MANAGEMENT AND EQUIPMENT 
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16” Deep 
letter Size — Legal Size 
No. 3000 Illustrated 


Styled by Futura 
in Grey Lustrelite Finish 


(Hanging Folders Not Included) ll 


Beoos Slghe f a ae ee Sa em By. OEY Sie I | occ: a Se fe . 
ee ete . PS mee es aah ai 5 1 ha ae ne 
a . » Ee aaa RR ne SP, 
a C- as ay - = ; ‘a 
bia! r } E 3 : b a - 4 
ie: ee aq _ ae 
reas oe ee Sa os 
le ; — . er 4a 
¥ 4 crc he a 
-. io — : - (. - 3 
a ae aa eS re mae: 
oe ; Beg) RE ee iy | 
ceo aa ie gh ue Be i. ae aay 2 . , 
i nr, : eee es herr et Baie fe nies bin Seyret ae Ce te Ae a 
' ag? Ls, rae [ 
Bet cs ae alae son 4 
Be i arn 
eee + er " : 
, ies 
a be ac ae 
' , Fs 7 Be ae : ae 5 oF ; 
ie ; a bs te oe age” — or = ; 
x : fo : = a at t 
: = : —_ a i 
3 pin _ — oe 
—_ : ~~. aa 
S - yd ee ee a i —— E ~ 
1AS = |" a ~ . Pr ek 
§ ; + 2a rs se i — : - — ie # 
4 * = ve = Se , * mts 
3 4 oe ee ie ee Pie. se rie : 
RM oo fia we ~- ‘ 5 ti. 4 
5 yo LE, 2 an i ; 
7 : -\y : a ; 
= os 2 a a 
: ‘ me on < * , 
\ M ‘ 4 » al n 
a 
f ae 
J Bh % 
P 
} 
:DESTAL . 
Ant Sreel Sales Corp. 300 EAST 145TH STREET + NEW YORK S5I,N. Y. | 
ita 1947 
« e 
‘ oe oes : ' Ey ay LS a: se ~ ay = ie y 5 i aft eae ; Pas i 
Cae : : = = 7 ks ae lity od PP del ee Se a 


tein Available 


Styled by Futura. 
in Grey Lustrelite or 


Standard Green Finish 
16" Deep 


for 3x5, 4x6, 
5x8, 6x9 Card 


No. 4F3462 
Illustrated 


For Euery Card Size and Every Card Filing Need 
vert Steel Sales . 300 EAST 145TH STREET + NEW YORK SI,N.Y. 
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Futura 


" CARD CABINETS — 
SINGLES 

AND 
DOUBLES 


EXCLUSIVE 


Styled by Futura 
in Grey Lustrelite or 
Standard Green Finish 


BUILT-UP FEATURE 


r 16" Deep 
for 3x5, 4x6, 
5x8, 6x9 Card 


For Every Card Size and Every Card Piling Need 
ny. Art Steel Sales CGorfr. 300 East 145TH STREET + NEW YORK 51, N. ¥. 


| er = a | ee ee an ae : ie se” Sd Oe 1) Seas z wo) one ; 
© ar. ; — re es: a. | ee Wiens) ae a ae 
Bao 7 * re ‘ £ : " 
. & 
' 
2 3 S . oo: ote 2, ee ee 4 
2 co SR me Cer et SOT y, A. nga 
i “4 J ee . +): ie ae a 5 i * 4 7 ay 5 
: eee es oe. a ‘ ae em 4 : ‘ ¥¢ ee | 
a ; ie Bee ten : . ; 
‘ FW Ee . : j 
_—. C4 a> Zz : i " 
De a la pie. ne : iid 
' ue = Ber oi) z 
3 k tee Bo Tr aes i ve sa 
ie, ; Gece ee a % a 
ae ei ae i ian oe a eon ) 
q . j a : Pye * : ‘ 
~ va = Be , 
4 i z ae 2 , 
at: a Fi x 
‘ee ae a ee 
le ee 2 P os oe a 
ee 28e° ot — ms aars x iJ 
: BS pty es en = fs ries > _ a 
] — . a = < Ae - 
mE Be eo = ©) e as 
= | ee ee . ee 7 ee " 7 
: neat . - ' eee 'y: ane li Sata i 4 "te - 
: a . bs a ee er’ . : f 
. atten, aw aa: Rese ie S 
) . ie _ s Ps 
‘ > <p ee 4 
4 rag , ese es 
4 “a 3 —_y  — - * 5 
a a -e . oe 
i — os eats a ’ * 
i. E 4. | 
Z “a nd E 4 : 
r ag a g a - — “ap ° ‘ i 
a a = . ae i. “3 r 4 ¥3 4 
f ; oie \s eis e ; 
a. ci rt. -_ ee P pe “I 
hi ee ae % 
— a re. EY “ B 
_ i 4 3 : z= ree re " Sod 
Ks ae a *, 
_ ‘ P ~~ I Se eg ee Sty GN IE a te 
A t, a 
3 DE 6 ns a) ES als ‘a 
r a Pee: py a 
hae Fae Oe oe ~ : 
Pe ee aii PC ee SS 
as ee et = 
oe ‘ ‘ = ex se ee ” 
Be. | sal - . ‘ eu —= , 
Pe ee . . Cie ‘ 
a <a Ie 
f ‘prin SS ait net ‘ . esate be . i 
CO riiontt . as SS gee - > a 
- Peers Che la eget 7 3 oe oe ee : P 
® a? ee, Cae, © ® i 
Tee ’ : . Y Ae 
y en 
SS oF — 
Se e, Se Ee ¥ 
° : ‘ =e ais: : P ; 
. | ae a 
e ae q 
: ae c. — 
‘ an te a i 
RG Sei 2 ee eee 
» a ie ee 
: = Wait Me 
~~ — ) D> om a 
~ ‘ 
~ q oer Pot 5 
-_ * 4 .) j . 
wv & ~ = = 
q pa 
. , ae a Rie = 
‘ ‘all . : i OF Be aa 4 r 
he: ¥ ey P ;,' : r 
a. Ne Ge Steatmatton 
a a ba es ia =4 Be Pi a 
ey ane ™ . ae : — 
4d a = . —— 
ae os * > ee 4) ee a y 
i" al “s Mi a ; 
S& >. ie i fe] | 
& 4 a ‘ = : 
v4 ~~ ene 
: 1 oe | 
ie Mies: ; : el i -\SAnag eP a Sec) ie ae oar Sa oe oe _— ae. ee 
ae ei og aap i ” an OO a ere ae ee ‘eas ie iMate at e <. Aiaaie sea LEE hae ene 


ee y 
a 


S JUNIOR FILING SYSTEMS 


Styled by Futura 
in Grey Lustreliie Finish 


itera 


Available 


16" Deep 
30¥%"' High 
Letter or Legal Size 
With or without lock as desired 


No. 3001 
Illustrated 


4 Guniorn Filing Cabinet System to Meet Every Susiness and Wome Need 


wet Sted Sales _ 300 EAST 145TH STREET + NEW YORK SI. 
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With the Brush 6 volt inverter 
the MAIL-A-VOICE* is ideal 
for “in the field” dictating 


New. Magnetic Recorder 
Means Fast...Lowest-Cost Dictating! 


The new professional MAIL-A-VOICE is a single unit dictating and 
transcription instrument! It’s portable . . . lightweight . . . easy to 


Recordings 
use. MAIL-A-VOICE recordings can be “erased” — used over and over. a ame F 
You can fold and mail reports in your own voice for a 3 cent stamp 
—airmail them for a nickel! For office use the professional MAIL- 
A-VOICE includes a foot pedal control and handy speaker-micro- 
phone. Personal models as low as $39.50. MAIL-A-VOICE recordings 
are interchangeable on all models. Produced by The Brush Develop- ee 
ment Company, makers of the famous SOUNDMIRROR “Magnetic seconds 
Ribbon” recorder. Compare this unit with any dictating unit in No “shaving” 
existence. Its startling low-cost and plus features will convince you! ates 


Professional Model only $9720 \. seean# 


\ 
(includes excise tax and standard accessories) [ & 
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Makes your pape 


Here are some of the features that make Ben. 
Franklin #500 a plus value.--4 pencil that is 


heavy on repeat sales. 


Ben. Franklin #500 has @ lead that’s made from 
highly refined graphite, compressed to give 


long-lasting, clean wear. More than half a 


century of know-how” goes into its making. 


Yes, and when you order any of the five degrees 
(i—2—2 3/6—3 and 4) you'll get uniformity 
that won't change, from order to order oF from 


year to year. 


See Your Stationer. 
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Ben Franklin - 
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*Reg. U.S. Pat. Off. 
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Maybe your Record System 


is holding up the 


parade 


Too many businesses are struggling under the handicap of a Model T 
record system simply because no one has had the time to do anything 
about it. As a result, shipments lag, inventory bottle necks, 

operating capital is tied up, and sales slow down to keep in step. 


Your Diebold man can contribute a great deal toward speeding 
up your work-in-process schedule, however satisfactory, 
through practical control methods. With every type of record 
system to offer he is prepared to give you an 

unbiased recommendation following a careful 

analysis of your situation. 


Even though you don’t feel the need for major 
changes, why not send for the new Diebold booklet 
“Controlling, Handling and Housing Shop Orders,” 
or phone the nearest Diebold Branch or 

dealer for interesting and valuable suggestions? 


— eee EE 


Diebold | =. 


| Name 
| 
MICROFILM + ROTARY, VERTICAL AND VISIBLE FILING I iacccpc te lokctldoaccuartn temtanicodcaeeces 
EQUIPMENT + SAFES, CHESTS AND VAULT DOORS City and State 


* BANK VAULT EQUIPMENT + BURGLAR ALARMS + 


DIEBOLD, INCORPORATED 
1413 Fifth Street 
Canton 2, Ohio 


Please send my free copy of “Controlling, 
Handling and Housing Shop Orders” that 
tells how to speed up my paper work. 


HOLLOW METAL DOORS AND TRIM 
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Facts You Should Know 
ABOUT DENNISON MENDING TAPES 


If your office is like most others, Dennison Mending 
Tapes probably have been contributing to the efficiency 
of your operations for some time. Because they do 
add their important bit to the proper functioning of a 
modern business organization, they must be correctly 
designed to perform specific tasks. They also must be 
carefully produced from quality raw materials. The 
questions and answers which follow may serve to 
remind you of some of the many ways in which Denni- 
son Mending Tapes can help you save time and con- 
tribute to a more effective office routine. 


Q. What are the three principal classes of mending 
tape? 


Gummed cloth, gummed glassine, and transparent 
cellulose (otherwise known as Scotch Tape). 


Q. What are the principal uses of these three kinds 
of tape? 


A. Gummed cloth tape—made from strong Holland— 
is largely used to repair book bindings, large maps, 
and catalogs. Transparent glassine mending tape 
—made from glassine paper—is used for perma- 
nent mending of books, music, important papers 
of all kinds, checks, and bank notes. Scotch 
cellulose tape, which requires no moistening, is 
ideal for many types of temporary mending. It 
will adhere to practically all surfaces. 


Q. Why are Dennison Cloth and Glassine Mending 
Tapes preferred over other moistenable tapes? 


A. In addition to quick tack and permanent adhesion, 
Dennison Tapes have a pleasant wintergreen taste 
that is appreciated by users who moisten with the 
tongue. 


Q. Why is transparency so important in many in- 
stances? 


Dennison Transparent Mending Tape may be 
applied to documents, checks, and books without 
obscuring printing or writing. 


Q. Where are Dennison Mending Tapes sold? 


A. Like the many other Dennison Handy Helpers for 
office use—Gummed Labels, Shipping Tags, Index 
Tabs, Air Mail Labels, Address Labels, and 
Gummed Reinforcements, to mention only a few— 
Dennison Mending Tapes are on sale at leading 
stationery counters everywhere. 


Dennison on Seeds 


Sssential Stationery Supplies for HOME, SCHOOL, and OFF 
OFFICE MANAGEMENT AND EQUIPMENT 


[qurse we Use 


IN OUR OFFICE 


YY UMayf a 


© dex Tabs, Air Mail Labels in coa- 
”) y) venient pac’ ages, Address Labels, 
fi! and Gummed Reinforcements are 


just a few of the many Dennison 

products for which we have a daily 

need. I don’t see how any modern 
YY} y office can afford to be without these 

sa Dennison handy helpers.” 

No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 


procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


u 
Framingham, Nassachusetts 
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this SILENT SENTINEL gives 
visible evidence of file removal 


The Browne-Morse Out-Guide keeps all records and corre- 
spondence at your very fingertips. It shows at a glance who 
has removed any file folders and the date of removal. It 
restores order out of file chaos and greatly increases the 
efficiency of any filing system. 

Unlike conventional guides of this type which ordinarily 
have places for only approximately 50 entries, the Browne- 
Morse Out-Guide can be used over and over . . . an un- 
limited number of times. 

All Browne-Morse Out-Guides, letter or legal size, are 
“Keyloided.” This special process impregnates the top of 
the guide with a special plastic. This adds to its strength, 
durability and life. 

Time spent in tracking down that strayed correspondence 
can be extremely costly. Alert your filing system today and 
increase the efficiency of your office . . . with Browne- 
Morse Out-Guides. 


Browne-Mlorse 


Architects of Efficiency for America’s Office 
MUSKEGON 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND:FILING.SUPPLIES FOR OVER 38 YEARS 


5 1947 - 


MICHIGAN 


1. 


2. 


A small white card is filled 
out recording the name of 
the person making the with- 
drawal, their department 
number, the date of with- 
drawal, and follow-up date. 


This card is inserted in the 
slotted top of the Out-Guide 
which is placed in the posi- 
tion of the file folder re- 
moved. 


When file folder is returned 
to file, the white card is de- 
stroyed and the Out-Guide 
removed and stored in the 
back of the drawer, ready 
for re-use. an 
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Gsterbrook 
ET.EVATOR 


rte a Ty 
LIFTS THE INK UP! 
DESK PEN SET | 


FILL LIKE AN INKWELL. JUST TURN He 
THIS PANEL AND LIFT OFF TO FILL INK 


RESERVOIR. NO MORE INK STAINED FINGERS. 
AS EASY TO CLEAN AS IT JS TO FILL. 


NEW KNURLED FINGER- 
GRIP FOR GREATER WRITING 
COMFORT. 


SNUG-FITTING SOCKET BIG NON-TIP BASE 


HOLDS PEN FIRMLY. REDUCES HOLDS A FULL 2-OUNCE 
INK EVAPORATION TO BOTTLE OF INK. 
ABSOLUTE MINIMUM. 
Your Choice of 
THE RIGHT POINT a 
FOR THE WAY YOUWRIT| 
Bovkhewping 
Clerical 
Sn 
Yjedium Manigold 
Gerd Wrling 
NEW “CONFERENCE” LIFTS THE INK UP—THE PATENTED 
FEED HOLDS MORE INK uy INK ELEVATOR THAT LIFTS AND FEEDS SET 
FOR MORE WORDS JUST THE RIGHT AMOUNT OF INK TO Broad Stub 
WITHOUT RE-DIPPING. THE POINT. 
4 COLORS TO CHOOSE FROM .. . BLACK, RED, GREY, AND GREEN = 


THE ESTERBROOK PEN CO., CAMDEN, NEW JERSEY.¢ IN CANADA: THE BROWN BROTHERS, LTD., TOROM 
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No. 1618 


UTILITY 
STAND 


its NEW! 
it's SET-UP! 


e Hard Tempered Masonite Top 
e All Welded Steel Understructure 
e 154"' Wheels For Easy Portability 

e Curved Legs For Greater Legroom 


Increases Worker Comfort, Efficiency! 


The strong, attractive, Masonite top does not crack, 
warp nor chip, outlasts wood and is easier on office 
machines. Curved legs and correct height reduce 
worker fatigue. All metal edges are smooth rolled. 
It’s snagproof, clatterproof, with radius corners and 
meticulously built for lifetime service. 


Wide free rolling casters with 1%” wheels assure easier 
portability. Masonite top is rivetted to welded all steel 
understructure by special patented process. It’s fitted, 
leveled, set up, tested at the Factory. Beautiful baked 
enamel walnut finish with plated all steel braces makes 
the new 1618, Champion, a graceful, useful, efficient 
addition to any office setting. 


ORDER YOUR NEW 1618 TODAY 


ss MASO MAKES THE BETTER ONE 


» September, 1947 


Note Curved Legs & 


SPECIFICATIONS 


(All Maso tables and stands are built and tested 
to hold 3 times the required weight.) 


TOP: ‘2 thick, hard tempered Masonite 
LEGS: 1” tube steel 


DROP LEAF ARMS: Patented coil spring safety 
catch 


DROP LEAVES: 9” x 16” 

BRACES: Steel rods 

HINGES: Continuous piano hinges 

FINISH: Baked enamel walnut finish 

CASTERS: Free, wide, easy rolling, 1%” wheels 


UNDERSTRUCTURE: Welded, all steel, inspected 
and tested 


SIZE: 16” x 18” x 27” high 
Overall — 36” x 16” 
SHIPP. WGT. to carton 40 Ibs. 
PACKED: Set-up, two to carton 
PRICES: F.0.B. Chicago 


MASO STEEL ss wa oe 


CHICAGO 7, ILLINOIS | 
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Meas 


\\. another swift mover joins 
ve Maso quality line 
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(of the New Numba 


“Cireline” ae 
for “Cire = | 
¥ilvorescent Tube — 


New Idea In 
Desk Lighting 


NOW IN FULL PRODUCTION 


Lamps For All Commercial Needs 


Geared to full production to meet your demands % 20000 
for better lamps for every purpose, the Faries | Fiyorescent 


; . ° ‘ L — 
1948 line is now ready for your inspection. ‘ pore Remeesilia.: 


Ash La fe 
Along with the regular Faries line, and time- L 
proven staple numbers, you'll find all the latest 
developments in fluorescent and incandescent 


lighting, including new models built for use with [77am 


20001 


“ae “Brecutive!. 

' Handsome Lampe 
To Complement ~ 
Fine Offices = 


*circline” fluorescent tubes. 


The 1948 line includes lamps designed especially 


a re erie _— wt eee 
a a7 _ 


for offices, hotels, hospitals, clubs, factories, 
schools, institutions, and many other commercial 
applications. 


: “All-Afound” 


Modern styling and awareness of eye-catching 


features make the new Faries line a favorite. 


Lamps are handsomely finished . . . and they're [7 9% Incandescent Lamp 
z ho , . . For Every Use : 
priced to meet competition in the quality field. 7 ag $0.6 


See Your Local Stationer 


“15000 
Ni ; Phe Glider 


-. Clamp-on : 
. FMworescent Light 
Also Available in 


Desk Lamp Model 


4 


Faries Manufacturing Co. 


DECATUR, ILLINOIS ~- 


Since 1880 bs 
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The New Security 
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goes the Craftsmanship that time alone can teach. 
With all her skill and diligence, the frontier seamstress falls 


behind the seamstress of today . . . for between the two lie 


years of PROGRESS . . . years of testing, proving, experi- 
menting. So, too, in the manufacture of ring binders, Feldco 
craftsmen draw from the accumulated knowledge of 75 years’ 
concentrated endeavor . . . your assurance of greater durability 
and longer service. 


Pictured here is a specimen Loose Leaf Zipper Case Ring Binder from Feldco’s 
200 Line. Full bound in heavy weight Baby Boar Grain Simulated Leather, 
made especially for Feldco . . . two large pockets . . . reinforced zipper on 
three sides . . . extra large gusset . . . bound-in ring protector strip . . . welt- 
edge binding. Duotone cross grain Leatherette lining . . . first grade full 
length nickel finish metal mechanism with boosters, 1” oval rings. Available 
in four standard sizes, assorted colors. 


FOR FURTHER INFORMATION SEE YOUR DEALER OR WRITE TO: 


1505-11 W. LELAND AVE. 
“ CHICAGO 40, ILLINOIS 
V YORK » 25 CENTRAL PARK WEST + PHONE CO-5-0282 «© PACIFIC COAST + 788 MISSION st -?P | DOUGLAS 856: 
406 SO MAIN ST. LOS ANGELES - PHONE MICHIGAN 2646 - 
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For too many years folks in offices 
have put up with the noise of 
banging file drawers. Now, thanks 
to quiet, easy-to-operate Rock-a- 
File, filing has become a truly 
“silent” business partner. Rock-a- 
File’s revolutionary side-opening 
compartments “rock”? open and 
shut noiselessly and effortlessly at 
finger touch. 

But quiet operation is only one 
of Rock-a-File’s many exclusive 
features, each one a major advance 


A Nationally Advertised Product 


September, 1947 


, % 
SOLVED BY hack Sut , 


in filing ease, efficiency and econ- 
omy. Rock-a-File provides the 
same capacity as ordinary files in 
less than two-thirds the floor space! 
All compartments can be open at 
the same time—can remain open 
if desired. Two or more persons can 
file simultaneously without the 
slightest confusion or delay. 

Write or wire today for complete 
information about Rock-a-File— 
the first basic filing improvement 
in more than 50 years. 


Pe 35 East Wacker Drive 
OFFICE MANAGEMENT AND EQUIPMENT 


ROCKWELL-BARNES COMPANY 


Specialists to the Stats 


Here’s How Rock-a-File 
:. Solves Filing Problems: 
=: COMPLETE ACCESSIBILITY — Entire 

contents accessible to two or more 
persons at once. All compartments 
can remain open. 

TIME SAVING— Open compart- 
ments do not block access to others 
in cabinet. No waiting to get at 
contents. 

LESS TIRING— Perfectly balanced 
compartments open and close effort- 
lessly at finger touch. Fewer open- 
ings and closings. 

TOPPLE PROOF—Open compoart- 
ments project only slightly—gravity 
center always within framework. 
ECONOMICAL 
—Supplies last 
longer. Folders 
slide in and out 
sideways. No 
more mutilated 
tabs, guides. 


*Reg. U. 8. Pat. Off. Patented 


oner since 1903 | 


Chicago 1, Ill. 
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As the name implies, Silk Spun carbon paper 
offers a limited number of discriminating 
executives and operators a product of uncom- 
promising standards that long has been rec- 
ognized for producing the greatest possible 
number of clear, clean, brilliant copies. These 
fine examples of precision workmanship are 
made by the exclusive “M&V“ Duplex Proc- 
ess that literally forces the rich ink mixture 


PRIDE IN SKILLED CRAFTSMANSHIP 


through every fibre of the tough, though 
extremely light weight paper. They provide 
a far greater intensity of copy yet economi- 
cally insure a more gradual weardown. All 
Silk Spun ribbons continue to be made of 
the finest quality genuine pure silk fabric 
produced. They insure accurate work of un- 
excelled neatness and uniformity even under 
the most exacting machine conditions. 


Now available in Ultra Modern ‘‘Curl-Less”’ 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 
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“FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
September, 1947 
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Drawing 


Colored 
Copying 


J. S. STAEDTLER, Ine 


53—55 Worth Street, | 
NEW YORK, N. Y. 
U.S. A. 
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NOW YOU CAN PICK THE WINNER 


Competitive selling is here again. That's 
good news for Purchasing Agents. And 
Webster, too, welcomes a market where 
quality counts in the long run. 


For picking the winner in the carbon 
paper field, for example, means choosing 
Webster’s Micrometric. It’s the only carbon 
paper with the scaled edge that makes even 
spacing on letters and reports automatically 
easier and faster. 


Building quality and value into every 


product of the Webster line keeps us out 
in front every time. When you buy with 
an eye for top performance, remember that 
the Webster line includes carbon papers 
and typewriter ribbons, both cotton and 
silk; duplicating carbon papers and acces- 
sorties; ribbons and carbons for Elliott- 
Fisher, Addressing, and International 
Business Machines. Write to F. S. Webster 
Company, 9 Amherst Street, Cambridge 42, 
Massachusetts — or contact our warehouse 
in any one of the cities below. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 


Warehouses in: New York « Philadelphia « Pittsburgh + Detroit * Chicago * San Francisco * Cambridge 
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DELUXE 
SPEED-0-SCOPE 


Four adjustable legs tilt se 


Two 12 inch pull-out leaves gives a 50 r 
inch working surface to accommodate 
duplicator, impression paper and 


B) SPEED-O-PRINT CORPORATION 
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A. the Panama Canal saves 


shipping mileage, so does 
this princely line save 
dollars ... and time... and 
tempers! Traditional 
preference of those canny 
typists and purchasers 

who measure economy by 
RESULTS... 

rendering the utmost in 
*‘Quality that Wears’’ 
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MULTI-PURPOSE COLE STEEL 


STORAGE CABINET 


7 ats 


1d 


Mihi aN Soe ee 
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Ba al -purpose cabinet: 


a7 


ic: Office Supplies 
tor Printed Matter 


for Tools and Dies A sturdily constructed cabinet of heavy gauge 
Tor Spare M achine p arts steel. Will pay for itself over and over again by 


preventing waste and pilferage. Doors are thor- 


or Photographic Supplies oughly reinforced and are equipped with a two- 
“i or Cc fi A way locking device controlled by a paracentric | 
onfidential Records lock. Two adjustable steel shelves. Olive green | 
br Liquor, etc. baked enamel crinkle mae? 
Size: 37%” high, 30” wide, 18%” deep | 


No. 349L............ $45.00 
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ANNOUNCING A NEW DEVELOPMENT! 
] 


COLE “AIR FLO” 


only hardened steel 
precision bearings used 


The only cabinet having 
Air Flo drawers... 


The only cabinet having 


a suspension cradle within 
a suspension cradle... 


* For use with standard vertical folders 2 
or hanging folders : No. 1002. Desk height, letter size, 26% 
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With single swinging 
side shelf. 


No. 855 
LETTER SIZE 


$46.95 


No. 859 
LEGAL SIZE 


Made of heavy gauge furniture steel. 
Equipped with spring compressor, ball 


Las i 


bearing rollers and four swivel casters. | 
Bright smooth cadmium finished hardware. 
Crinkle olive green or Cole gray finish. | 


TAKES ALL TYPES OF FOLDERS: | 
Hanging folders, standard folders, eyeleted guides. 


IS 


No, 854 


LETTER SIZE 
$42.70 
No. 858 © 
LEGAL SIZE 
$49.95 
SPECIFICATIONS 
(FOR ALL MODELS ON THIS PAGE) 
LETTER SIZE err 
Wide High Deep 
” ” ” No. 856 
Upper section 13 10% 24 LETTER SIZE | 
File drawer 12%” 10%,” 244,” $51.20 | 
Utility drawer 124,” 35%” 24y,” ; 
Overall height 30Y,” No. 860 
: LEGAL SIZE 
LEGAL SIZE $58.45 
Wide High Deep 
Upper section 16” 10%,” 24” 
File drawer 154%," 10%,” 244," 
¥ Utility drawer 15Y¥,” 35%” 244,” 
Overall height 
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COLE STEEL EQUIPMENT com 


ihe [aS =! a ae ae ee a er aera tee Bh eae ae. 2 Se f 
oe ee a : ye 2 Pe co: ae 
* Re ea > i ie ae a _ 
_—- > oe 7 ees a 
ae a ee vo Se Se ; je 
NS of 5% bears = ee: c* a. 7 * i ne be cal = ise - 
ies eee =! » # : ae -  & Kaa — = : 
em x | : 2 i = 7 
“4 ey : St he : 4 = igs. fir : 
i ea a4 oe — 7 e 
Rs aia “ tee 3 : = 
es 7 he a 
Pig A ae: a = J . 
ieee ts ia. 5 - a 
end J at: — ; i 
ae, = a | f “ oe Z os . si Be te Fi 
are ee re ; + Sh. ; — Bs ; 
rR: Ve oN =. oY sy ‘ 
te a = < i a. | 
‘ — ad : _— a es oh = ee x 
| s : ae . | 
E By te) : : | f 
a a. : | 
2 ee Rese | 
F a S =e _=—_. hes rasp | 
r. = - s+ ¥& A pene 
ae & - oe ; | 
a Pe ae. y ; 
; A 2 Tee 5 | : 
‘3 ee ei . - : 7 : LF | i - 
3 ee a rie ; = 4 
a j 7 her , he Tole i gd “= 2 f 
i a é ~~ ; 
ee ee ‘i 
5 ge ” a & 
| : titi i, 
| hi HI j ; i 
Ey BE. ‘ & 
ry we ; “ss 
ao): : . ‘ 
ae = a hae ag’ fa, ‘ 
| : ae ees ne a 
4 } = ri Po | 
a ” 
_ 
{ 
j 
‘ 
7 
r 
7 & 
% 
ae 
4 a 
i 
H 
-s . 
: af : a. Se Ps ae ee ‘ 
ae | x 
i | a. 
cae . alae : ® 
c ; we 7 , - pea a8 aces — — 
a ; ae : a ca —— lll eee a8 ree i Mee as Oe : See 
4 ee , ‘ & ig i 4 co. — a i a = es 3 x See re oo ae ec 
om ae —— OE RR aes A es Se a ae Po) ee oe aa Pe 


/ 


COLE 


CAN 

BE 

BUILT UP 
INTO 
MULTI-UNITS 
WITH BASES 
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10 DrawerUnit 6DrawerUnit 8 Drawer Unit 
with base with base with base 
= ad card size card size 

x 


3x5 3x5 
$41.50 $28.90 $35.20 


ONE DRAWER UNITS 


No. C335 — 3x5 — $3.60 
Card Olive 
No. Size Capacity Height Width Depth Green 
C335 3x5 1500cards 5%” 6%,” 16” $3.60 
C346 «4x6 1500 “ 64%” 7%” 16” 4.20 
C358 5x8 1500 “ 7%” 9%” 16” 5.40 
C369 6x9 «1500 * 8%” 10%” 16” 8.40 


No. C3352 — 3x5 — $6.30 


Card 
Size 
3x5 
4x6 
5x8 
6x9 


TWO DRAWER UNITS 


DELUXE GARD CABINETS 


‘“ 


Olive 
Capacity Height Width Depth Green 
3000 cards 54%” 123” 16” $6.30 
3000 “ 64%,” 1416” 16” 7.20 
3000 “ 7%" 18%” 16” 9.60 
3000 “ 8%" 20%” 16” 12.00 
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Lock, 2 corrugoted keys. ae 


in Crinkle finish. 
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Of course that’s 4 game, but this is F-A-C-T! 
Duplicating by STENCIL— SPIRIT— oF GELATIN processes you'll find all the 
supplies you need under one recognized name --- HEYER. Yes, regardless 

of make oF model, you'll find the complete and integrated line of 

Heyer Supplies consistently produce better quality work because Heyer 

Products are backed by almost half-a-century of experience, constant 

research and refinement. Ask your dealer for full information about 
Heyer Supplies - - - and eleven different machines that offer a 


wide range of cost and performance features. 


This is the famous’ 
LETTERGRAPH model C made by 

Heyer to give you the greatest efficiency, 
dependobility and economy in Stencil Duplicating. 
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GENERALS 


_ | 


POINTS THE WAY TO BETTER OFFICE EFFICIENCY 


Pencils that correctly suit every purpose 


Depend on strong, smooth GENERAL PENCILS to satisfy your 
office needs. For writing or marking—indoors or out—checking, 
copying in colors or china marking pencils, drawing pencils, 
graphite or colored, soluble or insoluble. 


GENERAL PENCIL COMPANY 67-73 Fleet street, JERSEY CITY 6, N.% 
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Office-working wonder! 


“Oh, 1 could name a million jobs “This tape is also excellent 
That Texcel does’ says Tex, For posters on the wall, 
“For instance, edging sample books For reinforcing looseleaf holes, 

Or mending tears in checks.” For labels, large or small.” 


“THE TEXCEL ‘STICKUM WILL NOT SLIP, 
IT'S BONDED ON TO STAY; 
SO TELEPHONE YOUR ORDER FOR 
SOME TEXCEL TAPE TODAY/” 


“It seals your bulky envelopes, 
Your packages and such; 

It saves you fuss with glue and strings 

And sticks with just a touch.” 


Tx TAPE Fol 


“TEXCEL” REG. U. S. PAT. OFF. 


Texcel Tape.au. 


INDUSTRIAL TAPE CORPORATION +» NEW BRUNSWICK, N. J. 
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standard sizes. 


can be in operation. 


This is a wheel type unit accomodating approximately 6000 cards of 
Here is the amazing thing about our “SPIN-DEX"— 
NO SLOT—NO HOOKS—NO RE-WRITING OF CARDS—simply 
take your present cards from the regular drawer type unit—DROP 
them in the “SPINDEX" unit and Spin. The cards are properly housed 
and without any fear of disturbance, ready for Free Instant Active use. 


10 minutes after receiving your “SPIN-DEX" unit, your new system 


BUSINESS EFFICIENCY AIDS 


7916 LINCOLN AVE., SKOKIE, ILLINOIS 
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WRITE US FOR THE 
NAME OF OUR 
NEAREST 
DEALER 


PIN- 


NEW — MODERN — EFFICIENT 
ROTARY-TYPE FILE 


DEX” 


New Capillary-Action Handi-Pen Desk Sets 


SO CO a 


Illustrated here in this cross-section view 
is the latest scientific inking principle. 
Fresh ink travels by capillary action di- 
rectly to the pen-point. 
This eliminates the large shallow dip- 
compartment which, as commonly 
to feed pen-points, causes deterioration 
and waste of ink. This new way, the 
last drop of ink in the container — as 
fresh as the first — is fed directly to 
pen-point, and there is no waste. 


by Sengbusch 


. « . with new inking principle — new writing ease — new beauty that 
pleases everyone—new efficiency that meets most rigid office requirements 


Here is a desk set with unsurpassed per- 
formance features, heretofore unknown 
in any inverted bottle type unit. It has 
the style, efficiency, simplicity, econ- 
omy, cleanliness, and safety from 
spillage that appeals to every one. 
Those who have used the new Handi- 
pen desk set call it the writing cham- 
pion. They like the smooth, effortless, 
instantaneous writing with fresh ink— 


and the wide variety of pen-points that 
permits selection for individual writing 
styles. These points are iridium-tipped, 
too—for long life. The set itself holds 
a long-lasting supply of fresh ink— 
there is no waste or deterioration. 

Save time, ink, and slow-ups on desk 
work—give your workers the writing 
satisfaction they have always wanted. 
Order now from your stationer. 


OFFICE MANAGEMENT AND EQUIPMENT 


Ss 


Sengbusch Handi-pen desk sets are sub 
plied in pleasing two-color combinations. 
Sets retail from $3.25 up. 


Sengbusch Self-Closing Inkstand Co. 
189 Sengbusch Bldg. Milwaukee 3, Wise. 
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Yntroducing + % 


“TYPE—LITER’: 


The new practical and 
efficient fluorescent 
TYPEWRITER LAMP 
adaptable for ANY 


Standard typewriter 


i Pare 


Here is a new light on the horizon— 
“TYPE-LITER"—which is a must in 


every office. "“TYPE-LITER" brings the 
light directly over the machine and the 


soft fluorescent rays increase office effi- 
ciency. You have s choice of two 
colors (mahogany and walnut) in the 
beautiful plastic shade made of 


Lumarith Plastic. Order NOW! 


Available at your Dealer 
or write us direct. 


* Patented 


: EXCLUSIVE FEATURES 
@Can be mounted on any typewriter in a @ Lumarith plastic a product of Celanese 
few minutes. Corp. of America 

® All chrome fittings ® 8 Watt Fluorescent lamp 

® Easy swivel adjustments * A.C. Current 

* Beautiful modern design plastic shade in © D. C. Available (No Extra Charge) | 
| mahogany or walnut colors @ Individually boxed | 
* Instant Starting Switch 

ACME LITE PRODUCTS CO. 

be; 350 East 182nd St. New York 57, N. Y. 
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| Save Re-copyina» 
it Costs with — — hu 


TED ERASE 


< 
Yea 


py to Pre 
By Harr: 
Messy erasures are expensive fends for 
By Georg 
he Natio 
proach 


—add-up to re-working jobs, with time and 


forms wasted. Minimize this expense by | " 
$ctation vi 


specifying Eberhard Faber erasers that are [Br Char 


mated to the quality and surface strength le, aber 


heumatic 
By Kiml 


kw Thing 


of the papers you use... that are tested on 


those papers to give faster, surer, cleaner 


corrections—for pencil, ink, typewriter or we 
By Full 


office machine. Take time out now, and... 


poineerin 
agem¢ 
By Wari 


.--SEND COUPON FOR YOUR 
FREE “ERASER -SELECTOR - WHEEL”! 


A handy guide that automatically and accurately picks the 
proper Paper-Mated Eraser for your business office forms... 
tells which eraser gives the cleanest corrections on the most 
widely used papers. Send for yours today! 


--ABERMARD FAB 


EBERHARD FABER PENCIL CO. 
Dept. OM-9, 37 Greenpoint Ave., Brooklyn 22, N. ¥. 
Gentlemen: Please send me, without charge, your “ERASER- 
SELECTOR-WHEEL”. 


a 


Name _— a = 


Company. _ : ae. 


SO Oa 


City State 
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Statistics can bring cheer. 


Men to the Front ? 


% OF LATE YEARS the office has come to be looked upon 
as somewhat of woman’s world. Certainly the masculine 
dominance of the scene which prevailed at least until the turn 
of the century was dispelled a good while back. For a time 
during the war it even looked as if the ladies—God bless them! 
—were going to take over altogether. 

Now it would seem that masculine office workers may soon 
be more plentiful than they have been in some time. The Vet- 
erans Administration reports that one out of every six veter- 
ans in school under the provision of the G.I. Bill is studying 
business administration, accounting, bookkeeping, typing, or 
some other branch of office work. 

This spring the Veterans Administration sampled the rec- 
ords of veterans in educational institutions and found that of 
1,825,000 veterans enrolled at that time*300,000 were taking 
business courses. Of the 300,000 about 146,000 had selected 
business administration courses. Of these business adminis- 
tration students 125,000 were in college and universities, and 
the remaining 21,000 were in business schools and other 
specialized educational institutions. 

These statistics are not alone encouraging as indication that 
perhaps the labor shortage in the office field will soon be over, 


‘but also as indication that new office recruits may be better 


prepared for jobs than they are now. 
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RECORDS 
are permanent when written with 
ats won't 


VERITHIN-. Its insoluble pigme 
smear or run under moist hands, in of 


accidental wetting: 


CHECKING 

is more accurate because 

VERITHIN holds a fine point for overt 
4,000 check marks before it 


resharpening. 


ur code. 


colors for y° 


30 Rich 
Color 
4 pRINT MARKING 
Tah vem Sey oy is more positive with VERITHIN. 
735% lemon Yolow Special blueprint colors (and the 
736%8 Oronge — standard colors for plack-and-whites) 
737%. | eg make corrections unmistakable. 
738% light Green 
739 Dork Green 
«738M Cremarn® DRAWING 
— Indigo Se with VERITHIN is a revelation. 
742, Vile, All 30 colors sharpen to needle 
ya3__ Pink ints for fine detail, withstand 
heavy drawing pressure, and 
blend to perfection. 
1g ted Whatever you do, you'll like them, too! 
ermilion e. , 
Write for 4 sample today; naming this mag* 
dealer and the color you desire. 


* 753 Silver 
754 Gold 


* Your Chief Orovg 
mor 


hisman will like 
king blve prints. 
. 

. 


mi,,sealed 
iTHIN 


these colors for 


RIGHT! 


- - « FOR 
STRENGTH 


eee FOR 
BRILLIANCE 


- . . FOR 


eee FOR 
SHARPENING 


... FOR 
DURABILITY 


that’s why 

VERITHIN 

is right for 
you! 
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HOW 
TO PREPARE 
OFFICE MANUALS 


By Harry L. Wylie 


Management Consultant; Member of the Faculty, 
Northwestern University, Chicago, Illinois 


% PROBABLY no subject has had the treatment 
at meetings of professional groups, in textbooks, 
in monographs and magazine articles, that has 
been given to the subject of manuals, including 
their use and development. Probably no subject 
has been as highly discussed and as sparingly 
used. We do not have accurate statistics as to the 
extent of the use of manuals, but we hazard a 
guess that not over 15 to 20% of industrial enter- 
prises use manuals. No doubt, many companies 
have informally standardized their procedures 
and have from time to time issued written policies 
concerning procedures and rules, but few have 
formally coordinated these items in the form of 
an authoritative and central source of informa- 
tion. 

There is a decided reluctance to establish these 
standards and formalize the thinking concerning 
some of the most important phases of office man- 
agement. Definiteness, regardless of the areas to 
which it may be applied, is often thought to be 
synonymous with inflexibility and rigidity of 
operations. Flexibility can be preserved, yes, even 
improved, by the establishment of definiteness. 
Contrariwise, indefiniteness is the spawn of in- 
decision and confusion. 

I have heard innumerable executives say in 
substance— 

“I like to keep my thinking fluid and not com- 


mitted to any course of action which may be sub- 
ject to change.” 


By Ewing Galloway, N. Y. 


Each employee should know that a manual is in preparation. 


ing their thoughts. Definiteness is essential in 
line activities whereas definiteness which ap- 
proaches a “closed mind” is disastrous at the top 
levels. No executive should ever become so com- 
mitted to a line of action that change is refused. 
No clerical employee should be permitted com- 
plete freedom of the expression of individual 
preferences as to procedure. Control over quan- 
tity, quality and time can be effected by definite- 
ness and uniformity. 


Outline for developing a manual! 


What are the steps to be followed in developing 
a manual? As an over-all outline, here they are: 

1. Notify the employees that a manual is going 
to be prepared. Explain to them the method of 
preparation and the uses to which the manual will 
be put. Sell the idea of “manuals” to the em- 
ployees and solicit their aid. 

2. Obtain from the supervisory staff sugges- 
tions as to the content of the manual. Work 
through the supervisors. 


They are thinking right but wrongly express- (Next page) 
Flow charts should summarize routines. 
Desk 1 Desk 2 Desk $ Desk 4 
ee -——iegeel~>~~leanligneel—? 
4 os =] 
Miail Room Order goes to extensions Order is 
Opens mail order auditor checked typed 
September, 1947 
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3. Make a job analysi 
ysis of all the j 
covered by the manual (Bes iene to be performance of a complete task ¢ 


4 Develop an organization chart. major routine. (See Exhibit 2.) 


5. Prepare a flow 7. P 
chart for . ‘. - £repare samples o 
to be covered by the manual. each major routine each routine an rr ca oom 


6. Break each job do j 
wn into its element 
show each step, in sequence, to be followed . rm 


yele on on 


S to be useq in 
per 


number of 


copies to be made and their distribution. 


Job Analysis Form (Condensed) 


Name 

Location 

Present Job Title 

1. Supervision 

To whom do you report? lst 2nd 

Do you supervise others? How many? 
Do you check the work of others? 

Is your work checked by others? 
2. Contacts 

Do you contact others in your work? Public? 
Other employees? Supervisors? 
Executives? Others? 

By what method is the contact made? (Telephone, correspondence, in person, etc.) 


Nature of contact (complaint, adjustment, inquiry, sale, interview, etc.)? 


3. Equipment used (Office machines) 


4. Duties 
Briefly state purpose of the job (Leave additional space) 

Describe your duties from most frequent to least frequent, as well as occasional duties. 
Be sure and cover’ all your duties regardless of the time cycle. 
~~ (Leave additional space) 

Names and numbers of forms handled in the operation. 


Disposition of forms? 
Do you use an operating manual? 
Give typical examples of your operations 


Are there any particularly difficult operations involved? 


5. General 
Do you have any suggestions for improving, or simplifying the work? 


6. Jorking Conditions 
Describe the conditions under which the operations are performed and approximate the ex- 
tent to which movement, reading, hearing, and use of physical facilities are involved 


7. Promotional Sequence 
In your opinion which are the jobs most nearly related to your operation? 


Promotion fron 
Promotion to 
8. Specifications 

In your opinion what specifications are required by an incumbent for this job? 
(Experience; personality; education; appearance; physical requirements; personal traits) 


Approved Signed 


Exhibit No. l 
Exemple of Job Analysis Summary Form 
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in Exhibit No. 2— JOB BREAKDOWN SHEET FOR MANUAL (Payroll Clerk) 
‘ion IMPORTANT STEPS IN OPERATION KEY POINTS 
‘ion 
+ of (A step is a logical segment of the operation when some- (A key point is anything in a step that might make or break 
thing happens to advance the work.) the job, injure the worker, or make the work easier.) 
|. Prepare forms (No. 123) in triplicate. All edges even; use No. 4 carbon paper. 
2. Insert forms in typewriter. Use guide and check alignment. 
3. Fill out heading. Show payroll period as 1-15 or 16-30 (31); indicate month, 
4. List name, grade and designation, total salary rate division, location and date of report. 
{information taken from personnel index cards). Last name first in alphabetical order. Then first name and 
5, List gross salary earned (information is taken from time middle Sy Ragan ig —_ — and initials. Keep 
cards as checked and synchronized in alphabetical order personnel index cards in order when typing. 
by rate clerk). Check to see that names on time cards are matched with 
6. List deductions (information is taken from personnel typed names from personnel index cards. 
index cards—these cards and time cards are turned 
simultaneously). Watch for special deductions covering non-repetitive charges; 
7. List net amounts paid. also watch for changes in regular deductions. 
Sh + ti f I listi I - . - . . 
. ~ slg “ee Bee peo ys eiats Ghee ay p sce Mt Gross earnings minus total deductions—check subtraction. 
who received extra compensation for suggestions ac- This information is listed or designated on the time cards in 
ted by C tee. lower right hand corner. 
9. Total payroll. 
10. Indicate accounting distribution of gross payroll on Show _— payroll; gross deductions and net cash payment 
lower right hand side of payroll sheet in perforated in total. 
section. Accounting distribution by code numbers is indicated on 
Type your initials in lower left hand corner before and payroll time card summary sheet which accompanies each 
after perforated line in place designed by "typed by.” division's cards. 
Il. Distribute forms as follows: Time cards are buff. 
' Summary card is red. 
copy to paymaster 
| copy to accounting Use inter-company envelopes for distribution of form copies 
| copy to personnel and material. Use “special” sticker on envelope to expe- 
Return time. cards and personnel index cards to per- dite handling. 
sonel department along with their copy of form. 
General comments: Payroll forms must be completed within 24 hours after receipt. 
Supervisor time stamps envelopes in which material is received in department. This 
information is confidential and should not be discussed with other employees. 
JOB DESCRIPTION (Payroll Clerk) 
Note: 
In order to compare this job breakdown sample with a job description (narrative) 
the following sample, covering the same job, is presented: 
Types payroll forms (form No. 123 sample attached) in triplicate twice each month. 
Name, grade, title, gross earnings, deductions and net earnings are shown for each 
employee by divisions. All absentee employees and employees receiving extra com- 
pensation are specifically designated. The information for the payroll forms is 
taken from Personnel Index Record. (form 123 P.l. samples attached), and from 
Payroll Time-cards (form 123 T.R. sample attached) and from Time Card Summary 
Sheet (form 123 Sum. sample attached). 
This job required visual acuity; ability to copy without transposition names and 
figures from one form to another; the ability to use a computing machi bined 
with standard typewriter keyboard machine (indicate trade name). 
Promotional Sequence: 
From—Junior General Clerk; Senior Typist-Clerk. 
To —Senior General Clerk. 
8. Coordinate the material in the manual (or d. Exhibits of forms. 
manuals) so as to include: e. Floor plan (optional). 
a Organization chart of the entire organiza- f. Rules and regulations, etc. 
tion—if the company is large there will also be g. Employees’ services and privileges. 
included charts for each department, shown in h. General description of company’s history, 
detail. products and objectives. These may be re- 
b. Over-all description of each position, in- grouped into specialized manuals if the size of 
cluding specifications and normal promotional the company and complexities of operations 
Sequence. make the development of one complete manual 
c. Job-breakdown (Exhibit 2) which ex- unwieldy. There can be (1) employees’ person- 
Plains in detail the major operational sequence. nel manual; (2) procedure or standard practice 
These are standard procedures. (Turn to page 92) 
1947 
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Desk by Paul Bry, with rough glass top and built-in waste basket. 


Trends in Office Decoration 


By George Adams 


% WHAT of the physical aspect of the office in 
the immediate future? 

Will it turn more and more to the home for its 
decorative theme, with resultant continued soft- 
ening of the utilitarian atmosphere which has 
marked office surroundings from the very begin- 
ning? Or is there a reaction due against this 
trend, with increased emphasis instead on purely 
functional requirements? 

Paul Bry, industrial designer of international 
reputation, who has been responsible for the 
creation of many an outstanding office during his 
career in Europe and this country, believes that 
office planning calls for more intelligent discrimi- 
nation between the basic needs of two main types 
of office occupant—the man or woman who must 
attend strictly to business during office hours, do- 
ing a considerable volume of work on a regular 
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schedule, and the man or woman whose job per- 
mits a less exacting schedule, who can arrange 
work more or less to suit personal convenience, 
without any rigorous deadlines to meet. 

Clean, straight, modern lines, lending them- 
selves to purely functional requirements, are ideal 
for the office of the first type of worker, he feels. 

“A man who is anxious to complete a great deal 
of work each day won’t be too successful in al 
office environment that approaches or duplicates 
the atmosphere of his home living room,” Mr. Bry 
says. “Not only will the home-decorated type o 
office tend to hold visitors who come to transact 
business but linger to visit, but it tends to retard 

the thought processes of the office occupant, wh? 
knows that only through relatively uninterrupted 
attention to his desk can he get through the task 
for which he is responsible.” 
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The pictures herewith are of 
desks designed by Paul Bry for 
the CPDE, the company which 
supplies electricity to Paris. Note 
the unusual drawer, fitting into 
one side of the desk, containing 
telephone space, waste basket, 


and shelf. 


The sort of office space which is styled for ap- 
pearance, comfort, and even luxury will continue 
to hold its appeal for the executive who can, so to 
speak, take his work or leave it, or whose job has 
public relations aspects, Mr. Bry holds. For nu- 
merous types of executives such offices are essen- 
tial in every sense of the word. 


This CPDE desk can be adap- 
ted readily to varied purposes. 
A spring arrangement has been 
provided so that a typewriter 
stand, telephone table, and addi- 
tional drawers can be attached 
as desired, providing flexibility -in 
fitting desks to needs of individ- 
ual workers. 


However, Mr. Bry feels that in both classifica- 
tions of office the trend of layout, decoration, and 
equipment will be more toward the practically 
functional office. Architecture is an art in its own 
right and should not be subservient to home archi- 
tecture at any point. 

In creating or modernizing an office layout, 
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Mr. Bry favors what he terms rough materials. 

“My preference is for materials like tiles, cor- 
rugated glass, travertine, sand-blasted fir. Traver- 
tine, as it becomes dirty, maintains its original 
attractiveness—may even be said to gain in ap- 
pearance,” he says. “Offices, you know, do not 
always receive the attention to cleaning that a 
home gets. Sand-blasted fir is a fine type of wood 
for office paneling or for certain types of office 
furniture. It can take considerable abuse and at 
the same time permits of a distinctive treatment 
for private offices and reception rooms.” 

Mr. Bry objects strenuously to draperies and 
glass curtains for office windows. Instead he likes 
inside shutters and sliding panels made of light, 
dust-shedding materials, and has been highly suc- 
cessful in making this type of window-shielding 
blend with all-over modern treatment. 

Fluorescent lighting, Mr. Bry believes, should 
always be used in combination with incandescent 
fixtures. 

“Fluorescent lighting is too cold, incandescent 


Desk by Paul Bry, with pivoting shelf so that desk surface can be enlarged at will, and an unusual typewriter compartment. 
lace as Gas kaaes the oan instead of up and down to give added width to the room. Sliding Celloglas panels shielding the wim 
dows are features of this office by Mr. Bry. 


lighting is too obvious, but the two used togethe 
go far in raising the efficiency and morale of th 
office workers,” Mr. Bry says. 

Theories which Mr. Bry puts into practice jp 
the office field are the fruit of long study of moj 
ern decorative art and application of it to pry. 
tical problems. He is a graduate of two famoy 
German schools, the Kunstgewerbeschule, whey 
he received a solid grounding in the principles @ 
decoration, and the Handwerkschule, where @ 
mastered the technique of constructing fine furgl 
ture. He also holds the degree of Doctor of Keg 
omy from Breslau University. 

Originally starting out as an interior decorafj 
specializing in smart apartments in this county 
and abroad and as a designer for furniture f@ 
the home, Mr. Bry now finds the greatest part @ 
his work in the design of offices, showrooms, g 
retail stores. Offices created by him for 
CPDE, the corporation furnishing electricity 
the city of Paris, was the forerunner of the ty 
of work now a specialty with him. 
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NATIONAL BUSINESS SHOW 


AND FORUMS 
FOR 1947 


A Forum session at 1946 National Business Show. 


*% APPROXIMATELY 100 manufacturers and 
distributors of office machines, equipment, and 
supplies will feature their products at the 39th 
New York National Business Show at Grand Cen- 
tral Palace, New York, September 29th-Octo- 
ber 4th. 

In addition to this exhibit of essentials for the 
office there will be a valuable series of Forums. 

With ways and means of improving office man- 
agement and administrative procedures more 
vital now than ever before, this year’s show will 
bring before office people the latest models of a 
wide variety of aids to office efficiency. the show 
management promises. Almost every type of office 
essential, from small items such as typewriter 
erasers and carbon papers to the most complex 
tabulating machines, will be shown. 

This presentation of manufacturers’ products 
will be implemented by staffs of trained demon- 
strators who will explain and interpret the work- 
ing tools exhibited, and, where necessary, help 
— select modern methods to fit specific 
needs. 

“The office side of any business will benefit from 
the wealth of innovations and ideas at this show,” 
Frank E. Tupper, of the National Business Show 
Co., Inc., says. “It is the desire of every exhibitor 
to provide practical, informative counsel of value 
in the operation of the office.” 

The Office Executives Association of New York, 
David E. Greisemer, Babcock & Wilcox Co., presi- 


September, 1947 


dent, again this year is sponsoring the Office 
Week Forums, a series of talks for office manage- 
ment personnel which will run concurrently with 
the show, it is announced by H. B. Roth, Conti- 
nental Casualty Co., general chairman of the 
Forums. 

The Transcription Supervisors Association of 
New York, and the Filing Association of New 
York are collaborating with O. E. A.the local 
chapter of the National Office Management Asso- 
ciation—in sponsoring the meetings. Experts in 
the various fields will discuss office personnel, 
minimizing of office costs, office equipment pur- 


H. B. Roth, Continental Casualty Co., general chairman of the 


Forums. 
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chasing and maintenance, office layout, and other 
subjects of interest to office executives every- 
where. 

“The success of last year’s Office Week Forums 
prompted us to broaden the 1947 program,” said 


Mr. Roth. “We are confident that it will be bot 
interesting and informative to those whose job j 
is to meet office management problems.” 

The complete program and list of speaker, 
follows: 


PROGRAM FOR THE FORUMS 


Tuesday Afternoon, September 30 

Chairman: D. E. Griesemer, Babcock & Wilcox Co., presi- 
dent, Office Executives Association of New York, NOMA 
New York Chapter. “Human Relations in Business,” L. C. 
Hart, vice-president, Johns-Manville Corp. 

Tuesday Evening, September 30 

Chairman: E. H. Conarroe, associate manager, Policy- 
holders Service Bureau, Metropolitan Life Insurance Co. 
“Selection and Development of Supervisors,” Dr, Earl G. 
Planty, Johnson & Johnson, Inc. 


Wednesday Morning, October | 
Chairman: J. S. Wiltse, Johns Manville Sales Corp. 
“Motivation for Profitable Office Operation,” Dr. Marion 
A. Bills, assistant secretary, Aetna Life Affiliated Com- 
panies. “Evaluation of Attendance Incentives,’ Carl. G. 
Baumes, R. Wallace and Sons Mfg. Co. 


Year after year, office people turn to the Na- 
tional Business Show for a comprehensive view of 
useful innovations in equipment and suppli 


Wednesday Afternoon, October | 
Chairman: A. G. Whaley, United States Steel Export ( 
“Establishing Office Procedures,” H. F. Van Gorder, Unite 
States Steel Corp. “Auditing of Office Procedures,” Georg: 
F. Johnston, Socony-Vacuum Oil Co. 


Wednesday Evening, October | 
_ This session is presented by the Transcription Supervisory 
Association of New York. 

Chairman: . Miss Carolyn E. Slocum, president, New Yor 
State Federation of Business and Professional Women; 
Clubs; corporate secretary and head of general office, Eles. 
trical Testing Laboratories, Inc. 

“Supervisory Training,” Mrs. May -Swift, Consultant, Dic. 
tation and Transcription Methods. “Production and Cos 
Control in General Transcribing Departments,” Mrs, Mae ( 


(Turn to page 98) 
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% HOW many of you ladies can climb a ladder? 
I don’t mean a stepping stool the same as Good 
Housekeeping recommends for household safety 
usage—I mean a real, wooden or steel, upright 
ladder, It’s wonderful training. No one can help 
you. You are utterly dependent on your own abil- 


@ This is the text of an address before the 1947 General 
Federation of Women's Clubs convention by N. Myra 
Glazier, recently chosen by the National Association of 


Manufacturers as one of the four outstanding women in- 


qualified to advise on climbing the ladder of success, hav- 
ing started her own highly successful career as an office 
employee. 


ity. No one can give you that bodylift from rung 
to rung except yourself. Very often a helping 
hand is extended from above, or you get a boost 
from the rear—but your foot-hold security and 
hand by hand up-pull is yours alone. And when 
you make that last rung at the top, a grunt of 
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dustrial leaders of the country. Miss Glazier is well. 


Early 19th Century women office workers at Oneida Community. This society was based on absolute 
equality of both sexes and women assumed an important role in the management of the settlement. 
(Bettmann Archive). 


“TOE-HOLD ON THE LADDER” 


By N. Myra Glazier 


President, Sheppard Envelope Co., Worcester, Mass. 


satisfaction comes, “Well, I made it!”—and so our 
ladder of success is scaled. 

How long have women been attempting to 
climb up our ladder? Forty thousand years, ac- 
cording to H. G. Wells—most of that time as 
slaves or property items of man. Even a hun- 
dred years ago in England, few legal rights were 
extended to a woman. Oh, yes, we had a few who 
emerged—Sappho, Joan of Arc, Cleopatra, Cath- 
erine the Great—but these have been trifling ex- 
ceptions to the prevailing masculine state of af- 
fairs. These are historic facts which point up to 
the historic question, “Why haven’t more women 
reached the top?” Everyone knows the answer, 
but because the condition itself persists, namely, 
the comparative fewness of women who have 
scaled the top rung—yes, the top level of business 
and public affairs—the question continues to be, 
in a sense, unanswered. 

Briefly and simply, there are two reasons why 
more women have not reached the top. One 
reason is men—and the other, women. Men have 
prevented women from reaching the top. But 
women have not only stood in their own way, but 
also in the way of other women who might have 
tasted success. (Turn to page 104) 
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This Bell Telephone Laboratories engineer is dictating by telephone. 


Dictation Via Telephone at 
Bell Telephone Laboratories 


When girl is assigned to 
telephone dictation, she 
leaves her work in her 
regular typewriter and 
turns to her spare ma- 
chine to take the dictation. 


eer Fe z ‘SS ie : 4 of . ae 
a : 
" 
i 
oo a RO adel : \ ee : 
_: Ra ‘ BS 
7 si | 
—. Fi 68 oo 
oa ti Ae ee e 
aie Bs ¥ i % 
ay 4 ee * 4 3 * aA 4 > we : 2 a 
es oe eS eal , j a, fai ie 4 EES oui wk re : oq 
‘eat tag — 9 a4 - . aS: Be om are “hist oe " te 
ee a y : * ec oe Ae a Sq (4 + q La 
a % ; yas ie ty ip: oe : 
7) on , gc eas Pile, meme i Rg : 
: : Ak ar = ee ; & os at nee ea 
eo ae i oe * AB : F Si + Ags aga , ee ake ee * Pe Cae Ce eee 
2. 9 es, 2 , ray be 8 a a re Oe ee “a 3 
: a ‘i i ‘ fe, : eee ee A. a 
~ : — i bs A aa BR oy came ey 3 La oe 
sl om ne a, ae pe i om Bs Wea aoe oe 
es esi, Behl : , <a oe ae : 
ae Sy oo a or, 
i ar. = Cae i: a. ee " 
aa = bat Se a P oe ae — ee: ce ie 
ee oa . = 2S ee a ; 
4 is Beckie ee aii ae si envi ae 
a a oT ——— i i kl; i. 
Se ae a 5 Bs, ssa et sre me cae “i 
a fe eee . <0 GMM a ng Sl 3 eee one 
Z ‘ 4 a 2 rors : 5 i. mee 2 ee pall ane " ii i 
- _ i ae ~ i = aie Rees 2 ar he te 
¥ “ae i 4 uae | ea ae ea ae 
eee — : : oe ad i. aoe 7 
Ss  é —— _ 3 ; see ee ‘Sagas 
a 2 P : eae ae es, ee oon ; 
a - a 4 . ia Bee a ioe.) ; 
a. | *iaaeetimnaiigaae aes ec . Bian: lige Bei a, ‘oea 
7 ee Ser ae é _ ate eam 2 ae 
a nae git eee | * gue eae an ae 
3 ~~ <a aie oa ie 
a { a of ee ie Was a ; ie Pi toad 
Os i ee” ete ‘ > ae 
a. —“ aa i ‘ ees ‘ae Sa ye ee 
ay —— : uo eter es 7 oe ee 
aim mt Ms einer eg +* * : 
# ', : ‘ ss 
a — - 
‘ a 
a. 
aire 
i 
ls 
4 me 5 
Oe a 
oul 
a 
a 
oe 
7 | 
Lo ae \ Re ei eg he bio ay oS ae —o 
- 45 ' re) MAL . 9 ties Eo 
a ee ‘ : ; er ee ieee a ee Ae ZY 
a) z eee: x  bhoas mmm ee a, y Bt pi ae a cs: - Sig SS : 
Oe i? Re : eek . , vey me, om cy 9 
a 4 1 ee 7 5 Re Z i : ie ae my 
a et a ae ae Le . } e oi at : i ard et ts 
a eh Fei a r Se , mvt . Syd miewiae es ; =? He: a 
oa eh = 4 i’ ets ee. eo poe. e 2g . 
a ae re — . ‘ ay Rae ames g be ie) ae 
a : ie z eee oy ae a a y tens 
a eee > 4 m ‘ “— anmneie ee foc ae Be 5 
ig ; ee — ae ger: Bear, ~ie 5 Web. 4 . ie 
ee oe ae : | i = ek, nie nea te a ‘ a 
— eo sare Car a wf eee cay oe = . 
i eee es + ly ee eee i i SA 
— is oa A 4 * 3 TAS ee aR a teres Se oe ‘ 5 
= : ; ee ms oe te ee te es 
3 J Et - = % a} > oan ‘ | ae ¥: a Sa ace Pa 2 = % i 
“eS a Be oe Fr ee ' k= meee, a ae 
be of. ee ; = Sela. > ee ie te a i _— ih 
a ; a ay Pg | 5 eae ey md, Ps ° 
a mc | | ce — oS + thei: 
s 5 So 4 es = AG ag gi =. 
t 4 : { ‘ Poa ee F é igicins %, 4 [a 7 or eter a : H 
a ; . a a: “eg : ae an at | 
is ae = ‘ _.  . ee 
-. Sh : : bE ra : IS, ee 
aa ' oe : : ea es =e og + tee ne whe 
ag en Toil en ome Sem eS hi } 
ss oS: a — Oo i > os at wire) g 
= ‘ mee ee i a - "4. ar ee 
a i 2s —0Ul A 
a Se ly ewe = 
a . ee meee ar a Sov j oe, ee a: Ea ee re t 
_ ee ae a eae i. 2 SS note 
i. “eer a} ae Se ms > aaa ~ ES : o eee bo i : 
oe ’ eee eg ea ‘Set va ‘eeeeeea i io Sas | ee 
. Se [ aoe an » 7 “* a ee ‘ ce % é 0 
# a 4, Siete. it mi j recat "ate the ® (1 S22 See 
a a ® Ye Me pee oe 4 a > oo te t 5 ‘St 
a eee ere : ae - a ee 
, M os ae ae S Me oe ie : aeae ee a aus 
— Wereee, Reese 4 se =. d € ‘ r 24 Se aan : i 
ae ie ss oe SOOM isi - . “ ‘ Se # it 
cy comes, “Se 7 eae ere Ee Py ves ee =e J ie 
i : _ a4 a Lea a, ; ae ee eee pre 
4 oe i as, — 
~ ie 2. a ee | ae ; aes ae Ba: pi 4 sie 
— - oe “a a= a 
ie ee 
Sod a i vs 
— ae 64 OFFICE MANAGEMENT AND EQUIPMENT September, ©) 
ee im a 
— — 
: fo? 
na Pr 4 
7 a a ee a. eer re . Mn Ses. é Boe - ieee a a whee 
ae oa. a ie 4 . Ces | 
ne = ie cee Pe ee | an ee ee : es a a. e oe Sate geen ee 
iE. es ee Bs oo apo. SNARES pT Resear o a ll i a. ee ee i 


a 


ee eee en 


ou 


A second Stenotypist can 

be transcribing as the 

first one continues to re- 

cord the telephoned dic- 
tation. 


By Charles Hackett 


% HOW many offices have considered the feasi- 
bility of telephone dictation for certain phases of 
their office operations? 

Here is the way telephone dictation is utilized 
at Bell Telephone Laboratories in New York 
Where the technical staff constantly deals with 
highly technical letters and reports. 

A Laboratories engineer, after gathering his 
totes and arranging them for dictation, lifts his 
tlephone and asks for “telephone dictation” or 
‘Stenotype telephone dictation.” 

Telephone dictation—that is, dictation directly 
® a typist—is used for comparatively short well- 
prepared dictation, a page or two in length. The 
transcription department has its own monitor 

rd and the call is quickly assigned to one of a 
September, 1947 


The Stenotype is espe- 
cially suited to recording 
telephone dictation of con- 
siderable length or re- 
quiring much revision, Cor- 
rections can be made eas- 
ily on the tape as dictation 
progresses. 


section of typists, each of whom is equipped with 
two typewriters. One machine is reserved for 
cylinder and similar forms of transcription work; 
the other is held open at all times for the sizable 
volume of telephone dictation handled here. 

The girl receiving an assignment to take tele- 
phone dictation will slip on a set of earphones 
and turn to her spare typewriter. Set-ups of 
paper have been already prepared and, since uni- 
form standards have been established for this 
type of engineering work, the engineer advises 
the girl as to the form in which he wants the 
work to appear. Other preliminary information 
is given to the typist by the engineer at this time 
and she then types as he dictates. When he has 

(Turn to page 103) 
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In the advertising office at Filene's, Boston. Structural glass inserts 
brighten wall sections. Curving aisles and desks add grace and 
smoothness to the traffic flow. Overhead lighting is softly diffused. 


In this smart office of the display division, wall niches add drama with colorful vases and other dec- 
orations. A streamlined magazine and reference section appears at the right, close to a compact 
special work table. Tile and trim here are in green variations. 
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This view from a receptionist's desk shows the separation of two sections of the Filene 
advertising office. White stator strips inserted in a mahogany frame break wall monot- 
ony and aid air circulation. The central divider gives a pleasant privacy to each office. 


DEPARTMENT STORE 
INFLUENCE | 


e Filenes, Boston department store, 
has recently made a series of notable 
changes in expanding and centralizing 
the offices in its advertising, display 
and credit departments. Structural glass, 
acoustical tile, mahogany paneling, dif- 
fused lighting plus pottery, decorative 
lamps, pictures, flower holders, and un- 
usual tables and chairs have been com- 
bined to create a series of offices ex- 
pressive of the modern department 
store's flair for smart practicality. 


By Albert C. Smith 
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Courtesy Lamsou Corp., Syracuse, N. Y, ~~ 


%* MANY an office these days is struggling with 
a problem involving the speedy, safe, and eco- 
nomical distribution of interoffice mail, customers’ 
orders, and other documents which call for multi- 
ple handling, while ignoring the solution offered 
by a pneumatic tube system. 

With the installation of such apparatus, tailored 
to the specific needs of the office, much can be 
accomplished toward reducing loss of important 
papers or speeding up delivery of them. 

The effortless speed with which a pneumatic 
tube carrier full of interoffice correspondence can 
be rushed to a central distribution point is im- 
pressive indeed, particularly when one considers 
the innumerable delays that can affect hand de- 
livery of business papers. 

The argument in favor of this type of mechan- 
ical messenger service is presented neatly by a 
Chicago manufacturer of this equipment, who in 
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Important papers quickly on their way. 


Pneumatic Tube Installations 
as Aids to Efficiency 


By Kimball Darby 


one of his brochures says of the carriers used in!” 
his system: ski 

“Each is an individual and tireless messenger— n- 
on constant duty. It goes speedily to its destina-§ 
tion—it does not tarry on the way—it cannot 
become lost—it has no Grandmother—no interest 
in ball games—and does not stop to powder its 
nose.” 

These claims could easily be made too by all the 
other manufacturers of this type of equipment. 

The National City Bank of New York, the home f 
office of the New York Life Insurance Co., and 
the national headquarters of J. C. Penney, Inc. 
are some of the many offices containing big pnet- 
matic tube installations. These firms have i 
stallations involving many thousands of feet of 
tube lines, accommodating the largest known type 
of carrier, which measures 4 x 7 x 12 inches and 
is suitable for carrying certain types of blue 
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fi aioe pile into tube room at National City Bank of 
re $6 New York's Airmatic Systems installation. 
nae 


ints with a minimum of folding, as well as 
lders containing departmental files. 
The system at the National City Bank, for in- 
ance, offers a safe, sure means of communica- 
n between this organization’s two buildings at 
fExchange Place and 55 Wall Street. Eight 
hes, four traveling in each direction, follow an 
‘closed bridge connecting the two buildings high 
ter Exchange Place. Central distribution sta- 
ons speed messages and mail for each building 
) their appointed destinations. 


Economy and efficiency 


Aside from the elimination of an over-large 
essenger corps and the resulting economy of 
evator space in the buildings, the bank people 
aim that morning mail distribution is invariably 
eaned up in from half an hour to one hour, 
ed ia hich means that department staffs have their 
jai! waiting for them when they reach their 
yer— sks, Over-time mail work each afternoon has 
tinge" °liminated, and operations generally have 
nnotfa” Sueded: up.” 

eresta he Original installation at this bank was made 
r its¥me? Exchange Place in 1931. One of two 85- 
power single impeller General Electric blow- 
1 the furning over at 3600 rpm, creates enough 
nent, P@uia in the tubes to lift 27 pounds contained 
nome f 2 Carrier in a vertical direction. Each blower 
and f 9Perated in alternate weeks. 

Inc., | Generally speaking, either a vacuum or an air 
neu- f'Ssure system is used, or perhaps a combination 
, in- f both, depending on the length of the lines. 

t of | In 1937 the service was extended to 55 Wall 
type | eet, and a 40-horsepower Spencer turbine does 
and *e work in this building. The bank technicians 
jlue- 4m that this installation costs less to operate, 
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while an over- or in operating economy is 
the use of pov- yntrol valves which guard 
against wasve o,: cion. Without these valves, I 
was told, a blowen gwice the size of the General 
Electric unit would, be needed. The cost of opera- 
tion of a system like this varies from day to day, 
but in any case it re ,"esents a vast improvement 
in efficiency and, &*,.gognizable economy where 
complex inter-depart tal operations exist. 


Mai ace simple 

It goes withou’ ‘that, like any other type 
of equipment, pneum: systems can get out of 
order, but the simplic the apparatus involved 
precludes anything illy serious nature oc- 
curring. An infreqi ent st rce of trouble is con- 
densation collecting in the lines, brought about 
by a wide variation in the temperature inside 
and outside the tubes. After an hour or two of 
operation, this moisture is absorbed by the leather 
binding of the carriers, as well as by the felt 
flanges at each end of these containers. The con- 
sequent swelling of the carrier aight cause a car- 
rier to jam in the tube. Operators anticipate this 
condition by blowing boric acid through the lines 
before inserting carriers, which absorbs the 
moisture. Retrieving a carrier stalled in a tube 


In Replacement Parts Warehouse, Buick Motors Diyision, General 
Motors Corp., Flint, Mich.—4 inch double valve cabinet terminals. 


Courtesy Grover Co., Detroit 
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can be something of a nuisance; but a jam in the 
line isn’t a very frequent occurrence, and the 
operators soon learn several techniques by which 
carriers can be gotten back in service. 


In smaller offices 

The pneumatic tube system of course finds its 
way into many organizations much smaller than 
the sort just mentioned. Many small companies 
having an awkward office layout have found that 
a simple installation has smoothed out routine 
operations and saved them a good deal of money 
over a year. This is so of the Paul Hanson Lamp 
Co., in New York, whose offices are located in a 
building that has unusually great depth from 
a narrow frontage. A two-station double tube 
line connects the accounting, billing, and book- 
keeping department with the packing and ship- 
ping areas, thus expediting the work all along the 
line. The fact that this relatively small firm saves 
the wages of one or two messengers by the use 
of this system is trivial to it compared with the 
substantial saving by reason of greatly increased 
office production. Remember—a carrier hustles 
through a tube at a rate of from 30 to 40 feet a 
second! 

Cost of the equipment is mainly in the initial 
outlay, and naturally it increases with the size 
of the installation. The horsepower of the motor 
necessary to drive the turbine is determined by 
the number of lines, but since the power control 
valve prevents waste operation, daily cost of 
operation will always be commensurate with the 


Tube terminals in Civil Aeronautic Teletype Department, Washington National Airport. 


Courtesy Lamson Corp., Syracuse, N. Y. 


company’s business activity. The Paul Hang 
Lamp Co. installation calls for a small fractig 
horsepower motor, and its appropriate turbiy 
the cost for this job was comparatively sy 
operating costs are low, and maintenance is pri 
tically non-existent. 


Cost of installation 


It’s impossible to tell what the cost of an jp 
vidual job might amount to—when the man 
turer goes in to size up an office for an instal 
tion, he has to consider many factors before 
can estimate the cost. Varying labor costs ing 
ferent parts of the country is one bugaboo fort 
estimators—about 45 percent of the over-all « 
is applied to labor. ' 

Arriving at a price for an installation is 
rather complex procedure. For instance, the La 
son Corp., one of the pneumatic tube manuf 
turers, will send a trained analyst into the off 
in order to get an accurate picture of requi 
ments. This analyst will gauge the paper traf 
between departments, sometimes staying with 
firm as long as two months while making th 
study. It isn’t until such a survey is complete 
that the installer had a good idea as to what woul 
be the proper size of tube. Since tubes y 
greatly in size and run to oval as well as row 
shape, the price per foot is likely to vary greati 
The analyst will estimate the number of station 
necessary for the job, working closely with ma 
agement in arriving at this information. The nur 


(Turn to page 96) 
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sm; iF PLUMBING CONNECTIONS are not available, or if bottled N F W 
S Dtaioring water is preferred, this new bottle-type electric cooler from 


Ebco Mfg. Co., Columbus, Ohio, is excellent. Capable of 
ing 80 persons an hour, it has a cooling unit of the storage 

nk type, which holds four quarts of properly cooled water. It is p 

ecially adaptable for cup service in ‘offices. Finished in brown 

eat lacquer, the cabinet is of heavy gauge galvanized and | n 
we steel, strongly welded in construction. The lower front 
nel is easily removed for access to the condensing unit. Two | 
sles are proved in the upper right panel for mounting a standard 
r cup dispenser. The stainless steel tank is cooled by flattened, 
ral copper refrigerant coils, securely bonded to the outside and N E \W S 
sulated by @ minimum of 2'/4 inches of ground cork «= all sides, e 


op and bottom, and sealed with hydrolene. 
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RIGHT: 

A NEW SYSTEM of accounts receivable 
kontrol is dramatically presented in the new 
twenty-minute, full color, sound motion pic- 
ure "Saving with SUIAP," released ‘by the 
systems division of Remington Rand, Inc., 
BIS Fourth Ave., New York. The word, 
IAP, stands for Simplified Unit Invoice 
Accounting Plan. 

The movie traces the development of ac- 
ounts receivable from the spindle credit 
ystem of an old country store through the 
ges of bound books and loose-leaf led- 
to systems of machine posting and the 
ledgerless accounts receivable plan. 
advantages of a unit operation, where 
operator handles all credit, account- 
ing, and collection operations for a group 
' accounts is portrayed in action and 
ialogue. 

Prints of this new film are available in 
Remington Rand offices in all sections of 
country. Showings to interested groups 
et to officials of individual companies will 
be arranged upon request by the systems 
division representatives of any local Rem- 
mton Rand office. Scenes from the movie 
te shown herewith. 
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ABOVE: 

TRIBUTE was paid Miss Mary MacMahon, veteran em- 
ployment manager of Underwood, Ltd., Toronto, Canada, by 
more than 600 men and women who attended a luncheon 
staged in appreciation of the personal help and guidance 
she has given the 300,000 applicants she has placed in jobs 
during the past forty years. The photo shows Miss Mac- 
Mahon, Joseph L. Seitz, president of Underwood, Ltd., and 
Mrs. A. M. Hobberlin, chairman of the Mary MacMahon 
Recognition Committee. 


BELOW: 

SWALLOWS burning cigarettes, cigars. pipe ash, and 
matches, so that there is no smell or unsightly stubs. The 
odorless smoker shown is completely fireproof say its makers. 
It features air pressure control of smell, smoke, and fire. The 
burning cigarettes are swallowed by the receiver into the 
container where they are extinguished. The smell and 
smoke are trapped by air pressure so they cannot escape 
into the room. Made of heavy steel tubing covered with 
simulated leather. It comes in maroon, dark green, brown, 
and white. Made by Larry Smith Industries, Inc., 600 
Michigan Ave., Detroit 26. 
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BELOW: 

A NEW COMPLETE NEW LINE of Bennett Bi} 
receptacles with non-rusting, stainless steel feet has | 
announced by the Bennett Mfg. Co., Inc., Alden, \. 
Made of heavy gauge steel and reinforced by rou 
corners for continuous, hard, everyday use. All 
construction provides smooth, unobstructed exterior surly 
nothing for clothes to catch on to. Two independ 
hinged doors permit them both to be opened simul 
ously. Heavy tension springs keep these doors closed 
not in use, rubber bumpers assure quiet closing of {, 
doors. 

The larger sizes of receptacles have full size burlap | 
for quick, easy removing. of waste. Two models 
equipped with galvanized cans for use with water { 
and similar purposes. There are eight models in 
Available in olive green and white finishes. 


ABOVE: 

THE IMPROVED LINE of Twirlit paper drills is availabe 
from the Mitchell Corp., Hagerstown, Md. These machine 
are hand operated, and are designed to be used principalh 
in offices for drilling holes in bound magazines, records, re 
ports, loose leaf sheets, etc. They have a capacity of 2 
sheets ('/p-inch) at one operation. Modern styling and : 
durable baked enamel crackle finish, with contrasting nvicte 
fittings. Single hole and multiple hole models are available 
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ABOVE: 

MARKETS SECRETARIAL SPEAKER. The new Ediphone secre- 
tarial speaker is a convenience for secretaries who transcribe dic- 
tating machine cylinders. The horn amplifies the sound so that 
it can be heard clearly even when the Speaker is two or more feet 
away from the secretary. A volume control knob allows the sound 
to be adjusted to the level preferred by the user. The conven- 
tional Comfortube headpiece doesn't have to be removed from 
the unit in order to use the Speaker, since the mounting provides 
for both. A turn of the control knob switches the sound from the 
speaker to the earphones at will, thus providing for confidential 
dictation which should not be overhead by unauthorized persons. 
This new Speaker is designed for use with electronic recordings or 
loud acoustical recordings. Made by Thomas A. Edison, Inc., 
Ediphone Div., Lakeside Ave., West Orange, N. J. 


RIGHT: 


POST-WAR LIQUID DUPLICATOR with finger tip 
control. Weighs less than 30 lIbs., smaller than a | 
foot cube, but with copy range of 3 by 5 to 9 by 17. 
Finished in Plus-Tone Gray. Has an entirely new feed 
tray synchronized with finger tip action to fold into 
the machine. Has the Neutral-Plus position to elimi- 
nate incorrect operation, along with the finger tip 
moisture supply station completely concealed inside 
the machine, plus many other exclusive Copy-Plus 
features. From Copy-Plus Inc., 5905 North 40th St., 
Milwaukee 9, Wis. 


ABOVE: 


WRITER'S TOOLS. These two pencils and the 
pen come from the Joffe Pen Co., Inc., 220 
Fifth Ave., New York. The plastic pen and pen- 
cil retail for $1 and 59 cents respectively; boxed 
sets retail for $1.59. The Golden Comet pencil 
retails for $1; has durable gold-plated cap, ad- 
justable clip, and jeweled plug topping the 
modernistic fluted barrel. 


LEFT: 


NEW DOLLAR PEN in the Wearever line of David Kahn, 


Inc., North Bergen, N. J. Has satin finish stainless steel 
cap and a special tapered point. 
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ie 


LEFT: 


THE IMPROVED SoundScriber electronic dise dictation machine 
now distributed on a wide scale to speed correspondence and of. 
fice procedure in general. The desk model recorder with hand 
mike shown is finished in walnut. It has a built-in loud-speaker and 
a choice of either executive or hand microphone. The light beam 
indexer; the winking light indicator; the permanently lubricated 
sealed-in-oil flash start motor; and turntable disc rotation are q 
few of the improvements developed by SoundScriber. It Also fea. 
tures three-disc operation which permits the busy executive to han. 
dle dictation, telephone recording, and special memorandum on 
three discs which are used on the turntable at the same time, 
When an executive who is dictating receives a telephone call, he 
can switch to the second disc to record both sides of the telephone 
conversation. Then he can switch to a third disc to make a memo, 
and then can return to the first disc for the dictation. A brochure 
describing all the other features is available. Made by Sound. 
Scriber Corp., 146 Munson St., New Haven 4, Conn. 


RIGHT: 


MODERN DESIGN. Waterman's new ink family now has 
this bottle and package in both pint and quart sizes to ; ae 
conform with the new |5-cent ink family. Both quart and 
pint sizes, which sell at $1.25 and 75 cents, respectively, : 
are equipped with new red plastic screw cap and the easy 
“pour out." Commercial sizes are available in four colors, 
permanent blue-black, permanent black, carnation red and 
washable blue. Bottle and packaging were designed by J. 
Gordon Lippincott, for the L. E. Waterman Co., 344 Hudson 
St., New York 13. 


LEFT: 

A SHORT CUT TO YOUR MAIL. This is the Imp 
Envelopener, a new light weight envelope opener being 
marketed by the Industrial Molded Products Corp., 72 
West Fillmore Ave., St. Paul 1, Minn. Portable, electric, 
and automatic. Retails for $49.50 f.o.b. St. Paul. Can 
open up to 100 letters a minute. Uses AC or DC current. 
Concealed cutting wheel is located behind a guard bar 
which protects fingers. Company guarantees it for a 
year except for accidental dropping or wilful damage. 
© Has self-sharpening blade with a fan cooled motor; there are 
no bands or belts to replace. Comes complete with motor 
switch, cord and plug; shipping weight, 5!/2 pounds. 


bY) 
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BELOW: 

MECHANICAL COPYHOLDER from Franklin Black & Co., 
3863 Division St., Los Angeles 41. Has a wide ledge for 
holding letterhead, legal sheets, note books, ledgers, and 
other copy. Designed to fold flat without disturbing its 
mechanical arrangement. Has line-by-line lever action 
guide. Made of metal and light in weight. 


RIGHT: 


HANDY FOR NOTES. The Elbe File & Binder Co., Inc., 
Fall River, Mass., presents the Clipad, a handy item for note 
taking. Midget sized, enameled, plastic-wood clipboard 


ABOVE: 7 aq 

THE ELECTRIC PENCIL SHARPENER, the Pointmaster, 
features an automatic regulator that operates when the 
pencil has been sufficiently sharpened. In colorful, hammer- 
tone lacquered finish, the Pointmaster operates on 110 volt 
A.C. or D.C. current. An automatic switch starts motor 
when pencil is inserted and turns it off as pencil is removed. 
Sharpening time is two seconds. Sharpener has fixed point 
regulator. Has oilite bearings. Weighs about 5 pounds. 
Retails at approximately $15. Made by the Hollywood 
Specialty Co., 3828 Sunset Blvd., Los Angeles. 


RIGHT: 


TO MATCH its $1 Moderne fountain pen, the Eagle 
Pencil Co., 703 East 13th St, New York 9, has brought 
tut the Moderne mechanical pencil with Pyralin barrel and 
netal cap. It will retail for 75 cents. The two are shown 


together here, 


September, 1947 


with nickel-plated steel clip and built-in pencil holder. 
Overall size, 4% by 8!/4 inches. Comes complete with pen- 
cil and 50 sheets of white paper. Available in brown, 
powder blue, Persian red, emerald green, white, ivory, and 
aluminum. 
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RIGHT: 


ALUMINUM WARDROBE. 


Grand Rapids 


P Lert: 


Metal 


AT A COCKTAIL PARTY given for two hundred secreinig 
recently, the Blue Robin Corp., 200 West 34th St., New Yq 
introduced the SpeedEraser, a typewriter eraser that is simple, 
operate. It erases neatly, even cleaning through carbons ya 
very little smudging. The tiny rubber head spins clockwise aj 
counter-clockwise to remove the mistake. All that is Necessary 5 
a simple pushing movement with one hand. The SpeedEraser 
. used with at typewriters except noiseless. It retails for abo 
7.00. 


Pi: 
= 


Cabinet Co., 216 lonia Ave., N. W., Grand Rapids, Mich., 
is bringing out a new line of Gramco aluminum wardrobes, 
storage and utility cabinets. Wardrobes are finished in 
iridescent russet brown enamel. Measures 63 by 27 by 
20 inches with roomy hat and parcel shelf and hanger rod. 
Each unit packed individually. May be put together easily 


by simply locking assembly. 


semi-automatic hinges. 


Doors close noiselessly on 


i 


LEFT: 


COCKTAIL SMOKER from the Funderburg En- 
gineering Co., Waltham, Mass. Available in all 
chrome deluxe finish or in eight attractive colors in 
Alumilite or Hammertone patterned effect. Has a 
chrome standard flanked by three auxiliary standards 
in chrome or color. Base and top are heavy gauge 
stampings (not spun) with chromium plate or two-coat 
baked enamel finish. Highly polished stainless steel 
ash tray, 8'/4 inches in diameter. Will not stain, tar- 
nish, or corrode, according to the company. Has 18- 
inch diameter top and is 16!/, inches in height. Also 
available in all chrome deluxe model 24 inches in 
height. 
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RIGHT: 

' SMALL AND HANDY is this Rite-Line copyholder pre- 
creleig sented by the Rite-Line Sales Co., Inc., 15 Maiden Lane, 
re Yen New York 7. Measures 5/2 by 5'/2 by 3!/4 inches. The 
men sheet to be copied is easily inserted; upon completion of 
—— a line the control bar is pressed and the copy automatically 
ss moves up. Standard paper support takes copy up to 10 
essary inches wide; for wider copy |5-inch and 20-inch extension 
a guides are available. 


LEFT: 


PERSONALIZED DESK NAMEPLATE of Plexiglas, en- 
graved with a signature reproduction. Designed primarily 
as an advertising or promotional item, the lightweight, 
shatter-resistant acrylic plastic nameplate is fabricated of 
two pieces of crystal-clear Plexiglas, cemented together in 
a slot joint and edge-beveled to transmit brilliance to 
the engraved letters. Made by the Free State Art Plastics, 
8 Pennsylvania Ave., Cumberland, Md. Retail price is 


approximately $5.50, including ad or name stamped in the 
base. 


LEFT: 


STARTING OFF. This executive swivel chair is part of a 
new line of upholstered Posture-Rite chairs announced by 
the Wells Office Furniture Co., 725 South La Salle St., Chi- 
cago 5. Has spring seat construction. Covered in Duran 


or leather. Foam rubber seats are available at a slight 
extra cost. 


RIGHT: 

THE POCKET SECRETARY made by the Enger-Kress Co., 
West Bend, Wis. Called Swing-lt, it has its pad suspended 
on a patented hinge. The pad swings over the outside 
cover locking in the valuables in the wallet. Available in 
four other styles and in a vest pocket model. 


, 1947 a 
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RIGHT: 


NEW PENCIL SHARPENER. The Boston Ranger is 
a modern double bearing pencil sharpener with eye 
appeal. Made of chrome-plated metal. Point ad- 
juster gives choice of thin, standard or semi-blunt 
points. Pencil guide permits sharpening of all size 
pencils. Boston twin milling cutters contain 30 cutting 
edges. Manufactured by Hunt Pen Co., Camden, 


New Jersey. 


LEFT: 

FOR VARIOUS OFFICE USES, the Paramount Lamp 
& Shade Co., 18 West 27th St., New York, has pro- 
duced six new models. Have chrome-finish brass, 
simple lines, three-way extension arms, 8 by 10, and 
three way light for custom-made visibility. Each lamp 
has a plastic reflector so that light will be more even- 
ly diffused. The shades are of spun fibre-glass. Floor 
lamps range from 50 to 60 inches high. Table lamps 
are about 19 inches high, the former retail at about 
$30, and the latter from $22 to $25. 


ABOVE: 


THIS HANDY desk appliance, the Magic Mailer, 


moistens and seals envelopes in one operation. It 
retails for $4.95. Made by the Haldon Mfg. Co., Inc., 
837 North La Cienega Blvd., Los Angeles 46. 


LEFT: 


cent lamp. List price, $12 each. 
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THE NEW TYP-LITER from the Acme Lite Products Co., 350 East 
182nd St., New York, is adaptable to any standard make of type 
writer. Readily adjustable; can be attached in a few minutes. Has 
chrome fittings and swivel adjustments. The shade is made 
Lumarith plastic in mahogany and walnut. Uses an 8-watt fluores 
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RIGHT: 


AN ADJUSTABLE WORK TABLE from the Haskell Mfg. 
Co., 207 Penn Ave., Pittsburgh, Pa. This product of effi- 
ciency engineers has been designed for maximum working 
comfort as well as efficiency. Flexible range of working 
heights from 26!/2 minimum to 37 inches maximum height. 
Constructed of heavy-duty plywood with steel gears. It 
will hold a working load up to 300 pounds. Has a standard 
table size top, 48 inches long by 30 inches wide, made of 
tempered masonite. 


BELOW: 


THIS PORTABLE AIR CONDITIONER insures year-round 
comfort for the small office. It cools, humidifies, heats, 
cleans, and circulates the air. It is economical to operate 


rr * 4 


ABOVE: 


VEST POCKET SIZE. Circles from 2 inches to 12 feet in 
diameter can be made with the new vest-pocket size Flex- 
A-Beam compass. The Stewart-Jackson Instrument Co., 
Inc., 815 Yale Ave., Los Angeles 12, manufacturer of the 
new compass, say that it may also be used to draw ellipses, 
spirals, and arches. Consists of a stretch-proof linen line on 
an aluminum encased reel. Three special push-pins are fur- 
nished which serve as center points for the compass. A 


releasing button permits the line to be drawn out to what- and easy to handle. Weighs less than 22 pounds. The Airotte 
ever radius is desired. Immediate delivery. Retail price, pri completely self-contained unit, and ninyy ~ te Ay: plumbing 
$2.50. connections or special fittings. Made by Airette Mfg., Inc., 


1041 North Sycamore Ave., Los Angeles 38. 


RIGHT: 


A SET of five ellipses to cover drafting and engineering 
needs is now being marketed by the C-Thru Ruler Co., 827 
Windsor St., Hartford, Conn. A set consists of 15, 30, 35, 
45, and 60 degree ellipses, and each template permits the 
drawing of any ellipse from !/4 inch to 12 inches in diameter. 
Each ellipse has a proportional scale to check the proper 
degree template to use when the major and minor diameter 
are known. Made of non-inflammable, non-warping, and 
dimensionally stable clear plastic, each ellipse allows an 
unhampered view of subject matter at all times. Each 
ellipse is marked in eighths of an inch up to six inches. 
This is the 30-degree ellipse. 
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BELOW: 

REDESIGNING. The F. W. Wakefield Brass Co., Vermilion, Oj, 
has redesigned the Grenadier, a two-lamp semi-direct unit, y. 
modifications include increased shielding of 35° parallel to 4, 
lamps and 25° normal to the lamps. The removable side pang, 
and louvers make it easy to clean. The downward component , 
illumination may be increased by accessory opaque reflectors » 
by slotted reflectors placed immediately above the lamps, 
improvements include heavier gauge metal, whiter Plastic sid 
panels, and a new finish. 


i. 
ig 


ABOVE: 

THE DIVIDERS ARE ADJUSTABLE The Evans Finger 
Tip desk file has adjustable dividers. Made of steel; finished 
in office green. Measures 10 by I! by 9 inches high. Comes 
with seven dividers. Extra ones at 20 cents each. The base 
has 19 double perforations on each side, for adjusting 
number and spacing dividers. Label holder across base. 
Price, $3.50. From the Evans Specialty Co., Inc., 407 
North Munford St., Richmond 20, Va. 


LEFT: 


THE NEW AND IMPROVED Triner Airmail accuracy beam 
type scale made by the All Steel Scale Co., !Inc., 25 West 
Broadway, New York, is all steel. It operates without the use 
of springs. Designed to meet Post Office tolerance within a 
few grains, it is used by the United States Post Office for 
checking first-class mail and airmail. This machine is also fur- 
nished in capacities of | pound by '/2-ounce; 2 pounds by |4- 
ounce; and 4 pounds by !/2-ounce graduations. 


RIGHT: 


TELLS ALL. The new Autopoint Calendaire registers tem- 
perature and humidity and has an easy-to-set perpetual 
calendar. Molded from Bakelite, in a walnut color. The pat- 
ented control feature on the humidity device was developed 
by the Autopoint Co., 1801 Foster Ave., Chicago, and 
meets government standards, plus or minus 2 degrees on 
the humidity. 


LEFT: 

OVER TWO MILLION WORDS. This Filmgraph recorder 
and reproducer, presented by the Miles Reproducer Co., Inc., 
812 Broadway, New York 3, employs 2 16 mm reels, 14 inches in 
diameter. Same machine records and reproduces. Film may be 
spliced with motion picture cement or with scotch tape. These 
provisions are incorporated or may be obtained: electric fast 
rewind (approximately two minutes); slowdown, start, and stop, 
by hand, foot, or remote or voice control; secretary calling during 
recording periods; monitoring during recording; neon volume 
level indicator; volume regulation; sound trap to pick up sounds 
at a greater distance; use of more than a single microphone; error 
correction; public address connection with or without recording. 
Unit is portable and weighs 30 pounds. 
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RIGHT: 

PHOTO Reproducer, the Viseco, a new product of the Victor 
Safe & Equipment Co., Inc., North Tonawanda, N. Y. It is an all- 
metal contact printer with an automatic timer. Built for everyday 
use and long wear. Overall dimensions: 18 inches long, 7'/4 high, 
and 12 deep. Weighs 1714 pounds. The printing surface measures 
10 by 15/2 inches and it will copy anything typed, written, 

inted or drawn up to size 9/2 by 15. Equipped with standard 
frosted 25-watt bulbs; light is diffused over the entire surface by 
the specially coated glass plate. The top cover has a foam 
tubber pressure pad which assures an absolutely tight contact 
between the original copy and the sensitized paper; clean sharp 
prints are the result, says the company—Viseco sensitized papers, 
chemicals and accessories are available. 


RIGHT: 


LEFT: 


NOW LISTED. Underwriters’ Laboratories, Inc., in Chi- 
cago, have listed this new model from the line of intercom- 
munication systems developed by the Talk-A-Phone Labora- 
tories, 1512 South Pulaski Road, Chicago 23, Ill. Shown is 
the master station and sub-stations for the new system. The 
master delivers a maximum of 2!/2 watts of Voice Range 
power. The Silent feature of the master station permits it 
to pick up none of the noise surrounding a sub-station, yet 
permits this same sub-station to originate calls to the 
Master Station. Operates on 110-115 volts, either AC or 
DC at a cost of 15 to 20 cents a month. Sub-stations may 
be placed up to 3,000 feet from the Master Station. Litera- 
ture is available. 


AN ADDITION to the line. Kent Industries, St. Joseph, 
lll, have added a bottle of refill fluid for the E-Race-It 
eradicator dispenser. The dispenser, shown at the right, has 
a ball valve in its pen-style point for more accurate use. 


September, 1947 


OFFICE MANAGEMENT AND EQUIPMENT 


INK ERADICATOR 
=DESK SET= 


a Bee d ,. 7 Yor > ae * Py oe ae ey gibi aes a mei e ; : ag " rv 
' 4 | 
it. Ty —  ¢ 
: . y lal Tes . -— 
| panels oa = ; i ) 
Ment of ‘ y = s 7 
stors , . . . | 
iC Sidy " | 
. hs a Y a 
a E! ie i : i 
~ a & —" é > s ; 4 
> Mar i : : 4 
é Zz 
| ~ j~ —_ | 
, = jmaarn = | 
—— 
| TRAFEK Dept © F 
| a 
| == ay | | 
rs 
a | 
—e ad H 
~ = .s i. >. | | : 
“4 y tg = = 4 | | 
3 wh ‘na 1 
_ . j 
= ¥ 
PRbUCTiON maga = OF sae = 7 7 
iain in —— ‘ *easOuNTL Mage ! 
. Switcagenny ic 
. : ” - ego = 
a xm E> * 
e p a J | 
‘r | { ¢ * 
1 j 
. a + oes PF 
; — 1 6 «3 : ‘J 3 / | 
se | a >, 3 Ly iz = i 7 
st f S a j e es 
Ps | ; ; | 
= NA pe Se ct 4 c ; 
: BB casts: i ee 4 
or ! : pee J 4 
{ Oe ; . 
2. BS | = ‘ 
; : 
Pe me ee | ER irc ci Pd 
81 
s Pica _ ae ee ie aos “i 2 a JES. gee aber 


t 


LEFT: 


LEFT: 


EVERY EFFICIENTLY RUN OFFICE should have the ney 
Durashield all-plastic In-and-Out Time Board. The Printing i 
in large clear type, laminated for durability. The boards ay 
punched so they can be mounted horizontally or veri 
to accommodate as many names as required. Each board 
accommodates ten names. Names are protected by a cly 
transparent window. Names can be inserted or remov 
easily from the back of the board. Each board, measur 


— See — ree =_ 9¥% by 7'/2 inches without the frames, is packaged in, 
— Pee. ee = am printed envelope which also contains extra perforated nam. 
ee CARRERE ee UE IALKAREEAS plate strips for typing names. List price is $4.95 withoy 
| =x E ee boo CXKEARERRS reese} (ALS ABARS frame. Made by Plastic Fabricators Co., 440 Sansome §, 
——— es es | Femmes § San Francisco |!, Calif. 
a) 2345 errr: OO ee eenagiziie 
on es eeeerne. i” feo. | eenetn tt 
- hal 


OUT OF THE WEST comes the BB ballpoint pen. Of- 
ferred by the B B Pen Co., 6245 Santa Monica Blvd., Los 
Angeles 38. Barrel is made of sturdy lightweight plastic. The 
cap is made of bright metal. Extra deep clip holds it in the 


pocket. 
silver. 


BELOW: 


FAST FIGURING. Now available for prompt delivery on 
@ nation-wide scale is the new, compact R. C. Allen 10-key 
electric calculator. Designed to solve the complex problems 
in addition, subtraction, multiplication, and division. Needs 
only a few minutes of instruction. Has one hand, four 
finger operation. Features are fast multiplication with auto- 
matic spacing to the left or right; automatic division; and 
speedy subtraction and addition. Visible dials show all three 
problem factors in the line of vision. Each problem is 
proved as it is computed. 


Available 
Retails for 98 cents. 


in black and silver and maroon and 


ABOVE: . 
SAFETY AND CONTROL FEATURES are 


portable Protectograph check signer shown. 


incorporated in the 
Keys for the two 


locks are designed to be held by separate executives, thus pro- 


viding the equivalent of a countersignature. 


Each check signed is 


recorded by the meter at the top of the upper surface of the 


machine. 


The meter is inaccessible and. non- 


resettable, providing 


an automatic record for justification against serially numbered 
checks and against vouchers or payrolls approved for payment. 
Now available for immediate delivery, along with a companion 
electrically-operated model, this is the hand-operated version in- 


tended for small businesses. It will affix as 


many as 140 signa- 


fures in ten minutes. In comparison, even the fastest penman is 


hard pressed to sign as many as 200 checks 


in 60 minutes. 


Protectograph is made by the Todd Company, Rochester, N. 
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i 
baal RIGHT: 
» cle SHARPEN THE SHARPENER. This is the Dillon E-Z hone 
Moved for sharpening old or dull pencil sharpeners. Simply insert 
suring it in a sharpener and turn crank in reverse several times. 
in a Made of heat treated steel; has bright catalyn handle 
name and leather carrying case. Price, $3.50. Made by W. C. 
vithout Dillon & Co., 5410 West Harrison St., Chicago 44. 
: 
e St, ’ | 
BELOW: 
LOCK UP YOUR WORDS, or some of them anyway. 
This is the Tele-Lock which locks dial telephones and pre- 
vents outgoing calls while permitting incoming calls. Has 
highly polished nickel finish. Has pin tumbler security. 
Measures 34 inch in diameter by 3% inch long. Two keys 
are furnished with each lock. Made by the Tele-Lock Co. 
and presented by Stanley Klarman, 225 Broadway, New 
York 7. 
ABOVE: 
AN ELECTRIC NUMBERING MACHINE which serially 
numbers office papers. Operator can feed as fast as de- 
sired; the paper trips the impression and numbers are ad- 
vanced by plunger on top of machine. It is priced at 
$250 and up depending on specifications. From William 
A. Force & Co., 216 Nichols Ave., Brooklyn 8, N. Y. 
RIGHT: 
EVEN OFFICE EXECUTIVES 
GET THIRSTY, so S. Nemis Co., 
263! Lehman St., Chicago, has 
developed this handsome port- 
» the able office bar. It measures 36 by 
_ two 24 by 42 inches, contains two 
pro- small and two large trays. Two 
ed is cubic feet capacity. Made of wal- 
f the nut over walnut. 
‘iding 
ered 
ment. 
anion 
in in- 
signa- 
an is 
The 
N. Y. 
_ 1947 
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LEFT: 

A NEW TYPE of duplicating film stencil has been made 
by the American Stencil Mfg. Co., Denver, Colo. Through the 
use of a _newly-discovered type of elastic cellophane 
film, the company says that clear stencils can be made 
with ease. Type cleaning and type filling is eliminated, 
Feed rolls and platens are protected from swelling. Use 
of a special carbon which makes sharper stencils and allows 
the operator to proof-read copy. Corrections are made 
by removing the film which then can be quickly replaced 
on the soft adhesive. Letters do not chop out. A plastic 
cutting plate is packaged with each quire. Through the use 
of this plate, variance in strength of copy produced can 
be controlled. 


RIGHT: 

NEW INTERCOM BOOK, "How To Solve Com- 
munication Problems," offered by Executone, Inc., 415 
Lexington Ave., New York 17, to those who ask for it 
on their letterhead. Four minutes’ reading explains 
how to stop the time-wasting leg work of key per- 
sonnel as they run back and forth to confer, by use 
of intercommunication devices. The book has special 
sections telling how modern intercommunication saves 
time and money for industrial plants, marketing and 
servicing organizations, spread out operations such 
a: lumbering, and in institutions like hospitals and 
schools. 


RiGHT: 

NEW, INEXPENSIVE SAFES in either floor or wall models 
that feature heavy cast steel alloy construction, as well as 
other security advantages are now being offered by the 
Security Safe Co., 2952 West Pico Blvd., Los Angeles 6. 
Cast alloy steel door and vault are both of one piece con- 
struction and contain no welded joints. Additional protec- 
tion is afforded by a patented Ace Chicago seven-pin tum- 
bler lock and a double relocking device that automatically 
goes into effect if an attempt is made to punch in the lock. 
Key is cylindrical and cannot be duplicated. It can only 
be removed when it is in the locked position. Three round 
steel locking bolts are protected by a heavy lock flange. 
Door is hardened to resist drilling. Available in two models 
and three sizes. 


LEFT: 


Electronic Inter-Com and Sound Sysiems | | 


A NEW MODEL of the Dexter pencil sharpener an- 
nounced by the Automatic Pencil Sharpener Division of 
the Spengler-Loomis Mfg., Co., 58 East Washington St., 
Chicago, Ill. Made of Butyrate and zinc alloy in two-tone 
gray handling. Other color combinations will be available 
later. The undercut of each cutter is deeply milled to 
give razor-sharp edges. Incorporates a point adjusier. 
Easily attached to any horizontal or vertical surface. 
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ABOVE: 
INSTANT PAPER AND CARD COUNTING. Because of 


the new pickup feature of the Potter electronic counter, 
1,000 sheets and cards may be counted in one second. The 
cards are riffled by hand. The pickup, resembling a phono- 
graph pickup, is moved down the edge of the cards and 
the count read directly on the electronic counter. Paper as 
thin as onion skin or as thick as cardboard can be counted 
with this device. Made by the Potter Instrument Co., 136-56 
Roosevelt Ave., Flushing, N. Y. 


LEFT: 


EFFICIENCY. The Metal Fabricators Institute, 176 West Adams 
St., Chicago, offers the Private Secretarial in solid steel. Has 
free-wheeling casters, hard krinkle finish in walnut, and chrome 
handles. It holds regular 8!/2 by II-inch files. The upper com- 
partment is 12 by I! by 24 inches. The lower compartment is 


13 by II by 12 inches. Has separate locks and keys for each 
compartment. 


RIGHT: 


OFFICE AIDS. The new Champion utility stand offered 
by Maso Steel Products, 500-32 South Throop St., Chicago 7. 
Has '/2-inch Masonite top, | ¥g-inch wheels for the free rolling 
casters; all steel tubing, continuous piano hinges, and a 
baked enamel, walnut finish. Top measures 16 by 18 inches. 
Stands 27 inches high. Overall it measures 36 by 16 inches. 
Packed two to a carton. 
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BELOW: 
CUTS CARDS' COSTS. Edward Roth (right), treasurer of 
the St. Louis Cardinals, National League baseball club, runs 
reserved seat tickets through the club's new dating and count- 
ing machine made by Pitney-Bowes, Inc., Stamford, Conn., 
stage meter manufacturers. Looking on is E. G. Blume, 
+. Louis branch manager of Pitney-Bowes, Inc. The machine 
dates and counts tickets at speeds of from 300 to 500 a min- 
ute, enabling the Cardinals to order undated tickets in great 
quantities at substantial savings. Designed for sporting and 
theatrical enterprises, it can also imprint the attraction, event 
or other information on tickets. It does away with costly hand- 
stamping and eliminates the waste of unused tickets for a half- 
sold “house,” since only the tickets actually required need be 
dated. The Cardinals are the first enterprise to install the 
machine. e 


LEFT: 


AFTER THE STORM WAS OVER. This stapling machine 
withstood the London blitz and although it was badly dam. 
aged still works efficiently. Pilot (Stationers) Ltd., London, 
used this Tot machine of the Speed Product Co. through. 
out the war. The company was burned out in April 194] 
and for ten weeks after the fire the machine was exposed 
to the rain and the weather. 


BELOW: 


THE FIRST ORDER. The U. S. Post Office Department has 
placed with the Commercial Controls Corp., Rochester 2, N. Y, 
an initial order for coin-operated automatic, stamp vending 
machines in the amount of 675 million dollars. One of them 
is shown here. They will be installed at convenient spots in 
post office lobbies to dispense commonly used denominations 
of postage stamps. The machines do not make a profit. For 
instance, you get five I-cent stamps for a nickel, and two & 
cent airmail stamps for a dime. The machine is protected 
against operation by spurious coins and is rendered inopera- 
tive when the supply of stamps is exhausted. The company an- 
nounces that the machines will soon be available commercially 
for use in such places as department stores, hotels, apartment 
houses, business offices, and banks. 


Photos et 
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Photos courtesy of Wassell Organization 


* VISUAL CONTROLS in office routine, espe- 
cially the board type, are the result mainly of 
successful applications in industry and the work- 
shop. That this new method, which presents an 
at-a-glance knowledge of a given number of oper- 
ating factors, not only saves the time of the office 
staff but also that of responsible management 
which must keep abreast of progress, foresee and 
tireumvent bottle-necks or other obstacles. 

A good example of the effectiveness of the 
visual control (board) system is found in the 
office operations of Group Hospital Service, Inc., 
St. Louis, Mo. Says J. D. O’Brien, assistant 
treasurer : 

“I established this visual (board) system of 
control for our offices and have followed its daily 
functions since installation. Briefly, we have a 
large hospitalization insurance operation involv- 
ing some 800,000 members in the states of Mis- 
sour and Illinois, and with 175 contract hospitals 
taring for the hospital needs of this group of 
People. We have about 250 employees, and our 
September, 1947 
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Everything available at a glance. 


PRACTICAL OFFICE CONTROL 


By Fuller Ross 


office operation is fairly well departmentalized 
and controlled. 

“To date, the use of this visual control system 
has been very successful in providing everyone 
in the office with a current, up to date picture of 
the way their particular department operates. 
This board is posted daily by our training director 
so that all departmental employees are informed 
of the progress they are making.” 

The visual control system referred to here is 
extremely simple, and can be operated by an 
intelligent routine office worker. The flexibility 
of the method will be easily realized from the 
following description: 

A visible index is located at the left side of the 
board. It is used to hold the permanent card 
records of the items or elements under control. 
There are 100 card pockets on each panel. A legend 
is located at the top of the board, used to show 
the meaning of the pegs and cords. 

A peg hole section is placed on the main body 
of the board, for the purpose of visibly analyzing 
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information on the cards by means of the pegs 
and cords. A heading strip is attached across the 
top of the peg hole section, to reveal quantity 
and/or time represented by peg holes from left 
to right. There is one tape peg for each item in 
the visible record panel, and each is numbered 
to correspond with the card pocket (at its left). 
Each peg is attached to a cord which pulls out- 
ward from the board so that it may be extended 
from left to right on the board as needed. 

The signal pegs are to be located, according to 
procedure, in the various peg holes, their mean- 
ing being noted on the legend at the top of the 
board. The “today line” is attached vertically to 
the board and is moved periodically from left to 
right in accordance with the time element in the 
procedure. 


Definite advantages 


Thus, in making it possible to exert control in 
this kind of operation, a visual method such as 
this offers certain very definite advantages. It 
provides, at a glance, a knowledge of all pertinent 
facts and figures, eliminates from the executives’ 
attention situations which are in a normal condi- 
tion, spotlights the bad points and thereby reduces 
greatly the amount of time necessary to make an 
analyzed report. 

It flashes the facts to all interested parties at 
one time, is flexible and can be adapted quickly 
to any problem. It eliminates or greatly reduces 
the amount of time necessary for the accumula- 
tion of usable facts from a routine paper record. 


Office equipped for visual control. 
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In fact, it is a well known maxim that “in any 
kind of business operation, the greatest obstacles 
to efficiency are bottle-necks that appear from 
nowhere, and always develop at the wrong time.” 
However, it is also true that bottle-necks do not 
just casually happen—they are the slow, constant 
growth of weak production or operating contro 
which reflects the need for improvement. Students 
of postwar business controls generally agree that, 
in view of these facts, the remedy at hand is to 
have a stronger link of production or operation 
functions with the central control that gives an 
up-to-the-minute picture of your business— 
graphic presentation of past, present, and future 
operations, singly, combined, and in proper se- 
quence one to the other. 


Economy of time and money 


As users of such systems have pointed out: 

When production (or as the case may be, opera- 
tion) is under accurate central control, there's 
far less waste of time and money. Men, resources, 
and necessaries are used to their fullest capacity— 
and the saving of valuable man-hours and con- 
serving of vital executive time are among the 
results of efficient production. 

While these needfuls and their objectives were 
appreciated and even sought in industry, busl- 
ness, and transportation through various methods 
before the war, the postwar world is becoming 


“constantly more visual-minded, with the result 


that methods of operation in all kinds of enter- 
(Turn to page 102) 
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By Warren S. Nicol 


Warren S. Nicol Co., management consultants, Charlotte, N. C. 


(Second of two articles. 


First appeared in August issue.) 


+. WHEN you have completed your survey, in 
your engineering approach to office management, 
you will have gathered a mass of notes on 

1. The physical facilities of the office. 

2. The routines or work being done. 

8. The human organization. 

You will remember that in the first of these two 
articles, published last month, I described the 
mgineer’s work as made up of three parts: 

1. Get the facts. 
2. Analyze them. 
3. Act. 

At this stage we have gathered some facts and 
must analyze them, drawing certain conclusions 
for our survey report. It is important to note, in 
this connection, that the survey report should 
point out conditions and problems to management 
but should not give the solution of these problems. 

Solving them will come later, after manage- 
ment, having studied the survey and discussed it 
with its authors, has decided which of several 
problems posed in the survey report shall be as- 
signed to the engineers for solution. 

You will find that the preparation of a good 
survey report will be a very interesting job from 
which you will learn a_ lot. The marshaling of 
facts and the logical thinking which you must do 
in order to make a creditable report will sharpen 
your wits and increase your capacity to handle 
future problems as they arise. 

= 
Pictures and words 

Be careful to have your report impartial, fact- 
ual, and free from any suspicion of personal bias. 
Make use of flow charts and graphs, remembering 
the truth of the old Chinese proverb, “One picture 
is worth ten thousand words.” 

Before recommending a change in a procedure, 
always check carefully to learn the reasons why 
the particular method was adopted in the first 
place. Possibly 80% of the time, the present 
method will be found best under the circum- 
stances. 

As a general rule, however, any form or pro- 
cedure should be checked that has been in use for 
over two years without change. We live in swiftly 
moving times. The old order changeth, giving 
Way to new. 

One simple way of solving some problems is to 
eliminate them. Always ask the question, “Is it 
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necessary?” History tells us how Alexander the 
Great, the Macedonian conqueror, visited a temple — 
where they had a chariot which was tied with the 
famous Gordian knot which no one had ever been 
able to untie. There was a legend that whoever 
untied it would rule the world. Alexander strug- 
gled with the knot a while and then took his sword 
and cut it. 

Every office is tied up with some Gordian knots 
which should be cut. Many reports and, some- 
times, whole routines should be done away with 
at one stroke of somebody’s knife. 

In preparing your survey report, give thought 
to the sequence in which the several items are pre- 
sented. Do not open it with a highly controversial 
item which may break up the conference or take 
up so much time in argument that the rest of the 
recommendations do not get their deserved atten- 
tion. 


Always insist on personal presentation of your 
written survey report to top management and at 


“Possibly 80% of the time, the present method will be found best 
under the circumstances.” 
A. Devaney, Inc., N. Y. 
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a time when there can be full and uninterrupted 
discussion. Executives, like the rest of us, are 
mentally lazy. If the report is handed to them to 
read, much of your effort may have been wasted. 

On the other hand, an unhurried conference 
will generally result in a meeting of the minds 
and the authorization by management of a def- 
inite engineering program. 

This engineering phase of the work is what 
Business Engineers call “Installation.” It con- 
sists of 

(a) Fact-finding. 

(b) Analysis. 

(c) Development of new standard procedures. 
(d) Manualization. 

(e) Instruction and installation. 


Planned in writing 


If you are to do a sound job without lost motion 
and flying off on tangents, the work of each day 
and week must be planned step by step in writing. 

Your tools for this work will be one or more 
3-ring note books 814 x 11 inches, with tabbed 
division leaves for filing and indexing all plans, 
notes, work papers, and the final manualization. 
This method forces planning, orderly thinking 
and working and goes a long way to insure good 
results. 

Each week you should insist on the preparation 
of a written report of progress and its discussion 
with top management. The necessity of present- 
ing this report will be just the “needle” you 
should have to keep your engineering project 
moving ahead. 


AN OFFICE FOR G. B. S. 
George Bernard Shaw at work in his garden office. It can be turned around to face the sun. 


Business engineering is the most interesting 
work in the world to me, but its interest lies jp 
my contacts with people and with new problems, 
I would hate to settle down now to a single Steady 
job. But you, who have steady jobs, can fing 
variety in your work and a new pride of accom. 
plishment by improving the effectiveness of youn | 
selves and your organizations through the engi. | 
neering approach I have been trying to descrip | 
to you. 

It has been my good fortune to do a lot of work 
in offices as well as in factories. The problems are 
really very much the same in both. 


a 


A clean-up! , 

One of the first things I try to do is to clean | 
the place up. Now, don’t take too strong an excep- 
tion to that remark! How much obsolete station. 
ery and unused equipment have you in your office? 

Have you ever gone through the desks of your 
clerks, male and female? 

An associate of mine once got the permission 
of his client to go down the office aisles with a 
push cart and clear each desk of its odds and ends 
of unused paraphernalia. What came out of those 
desk drawers can best be left to your imagination. 

I would not be so foolish as to stir up the tem- 
pest that he did. But, at a certain stage of every 
office job, I always passed the word out that ina 
week we are going to hold an inspection of all 
desks and files in a certain department. There is 
no doubt about it—the old army custom of inspee- 
tion of barracks and quarters has a lot of merit 


(Turn to page 99) 
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HEAFFER'S 
Desk Sela 


WITH THE 
STRATOWRITER 


DESIGNED FOR MORE 
EFFICIENT OFFICE WORK! 


COMPACT, DURABLE .. , Smart design and streamlined styling typical of Sheaffer 
products. Base available in wide range of colors and 


materials. Also available in a double desk set with two pens .. . one of them the con- 
ventional 14-K Gold point, the finest pen you ever used. 


BEST FOR CARBONS.. , The ball point pen of this Sheaffer desk set is the most prac- 

tical available for writing numerous carbons. Bottom carbon 
has the legibility and sharpness of the original. A welcome advantage to the alert 
office manager. 


EFFICIENT OPERATION...Of ol! ball type writing instruments, the Stratowriter 
is the most dependable. Produced by precision manufac- 


ture to gi effcrvess trouble-free operation. 


W. A. SHEAFFER PEN CO. « FORT MADISON, IOWA 


Sunday: ''Sh " Saturday: “The Adventurers Club,” 
EDT. 2 Pa eet eet Aor | 11:30 AM., EDT; 10:30 AM, ES.Ty 
1P.M..C.S..; 12Noon, M.S.T.: 11 A.M. 10:30 A.M., C.D.T.; 9:30 AM. CS.Ty 
P.S.T.; N.B.C. Network. ; - A.M., M.S.T.; 10:30 A.M., P.S.T.; 
CBS Network. 
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duplicates BETTER 
in Every Way 


Now you can obtain berter direct image offset duplication 

at less cost by using the new Remington Rand Plastiplate.* 

Here are a few of the many advantages this patented 

plate gives you: 

1 Consistently better corrections that hold up for the length 
of run. 

2 A quality run under average condition at least equal to 
any plate you've ever used. 

3 No oxidation or “curl up” —you file these plates easily. 

4 Top illustrating qualities—translucent plate surface re- 
sembles drawing paper, ideal for free hand or traced 
illustrating. 

To prove Plastiplate’s superiority, we will send you 3 

FREE direct image plates. 


Why PLASTIPLATE is BETTER 


This cross section of the newly-developed Remington Rand 
plastic plate shows: (1) a non-detectable correction that does 
not penetrate the (2) water and grease receptive plastic coat- 
ing. (3) The sturdy plastic-impregnated basestock prevents 
any stretching or “curl up” because it is impervious to water. 


Plastic Photographic Plates Too — Photographic offset 
Plastiplates eliminate the regraining and other nuisances of 
metal plates. Cut your costs and forget humidity problems. 

Get your free direct image Plastiplates now, or obtain 
information on how photographic plates can help you. 
Phone nearest Remington Rand office, or fill in and send 
us the coupon below. 


*Trade Mark 

Cheaper than metal, more dependable than paper 
meee eee ee BETTER than BOTH! = oe ee | 
Duplicator Supplies Division, 2 Main St., Bridgeport 1, Connecticut | 


Send me without charge 3 direct image Piastipl t use a. 
\ typewriter, and a ribbon of () cloth fabric 


I My offset machine is a 


© Sena inf ion on ph hic Pl 
| Firm Nome. 
Street 
City. Ione State 
Signed by 


© carbon paper 
Model No 


A-9 


SEND COUPON TODAY FOR YOUR FREE PLASTIPLATES! 
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The Office Manual 


(From page 57) 


manual; and (3) statistical and institution 
manual. 


Let employees know about the manual 


It seems to be highly desirable to permit th 
employees to participate in the preparation of the 
manual. Considerable guidance is required oyer 
the employees’ contributions. However, the super. 
visory staff is the logical means of effecting this 
guidance and control. Participation breeds jp. 
terest. Make the employees feel their part in the 
manual’s development. In the final analysis, it js 
necessary to go to the employees for description 
of their operations and details of their procedures, 
I have observed from experience that the em. 
ployees can analyze their own jobs if the proper 
analysis form is provided and if clear instrue. 
tions are given. Exhibit 1 shows a condensed 
sample of an analysis form used in the “self. 
analysis” method of job study. Careful proof-read- 
ing by the supervisor is required. 

Work through the supervisory staff. Again it 
is important to emphasize “participation.” Wide 
participation by the workers and supervisors will 
slow up the preparation of the manual because of 
the increased amount of detail but it will goa 
long way in insuring its success as a guide to 
standard practices and uniformity of methods. 

The organization chart, which is a graphic 
presentation of the formal as well as functional 
relationships that exist within a company, is an 
important addition to the manual’s contents. 


Flow chart shows the over-all picture 

At the best an article such as this on the sub- 
ject of manuals can only hit the high spots, with 
the readers filling in the details from their own 
experience. One of the important high spots is 
the flow chart. As paper work passes through the 
office from the point of origin to place of comple- 
tion, the steps followed by the paper work are 
collectively referred to as a routine. When a rou- 
tine is summarized and graphically presented, it 
is called a flow chart. 

The understanding of the details of an indi- 
vidual task is promoted when the incumbent can 
visualize by means of the flow chart the steps pre- 
ceding and following the incumbent’s contribu- 
tion. 

The detail presented at each step in the routine 
varies from a brief statement of principal opera- 
tions to a more detailed explanation of the major 
operations. However, a flow chart does not pre 
sent the job breakdown. The clerical employee 1s 
interested in two things: The over-all flow, and 
the detailed operations at each step. The flow 
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NEW!S-Patented Dispenser Box” 


2 a a 


1 Ee uroee 
Po omy ik \' At Y Gu gel? 


Give You All These 
Advantages! 


FANFOLD GUMMED 
LABELS, long a favorite for 
labeling file folders and 
many other uses, now come 
to you in an exclusive 
modern package with 


Patented dispenser box e Can't takes erasures ¢ Quick-stick Cellophane window-end 
roll, tip or spill « Cellophane e Can’t curl or stick together e for quick color selection 
window-end for quick color se- Rolls into typewriter « Folds and with patented pull- 
lection ¢ 9 colors for filing clas- back into box. out tray that enables you 


sification « Fine bond paper to feed up to 500 labels 


continuously into the 
typewriter. 


ee il 
- See them FANFOLDS come in 9 
r \ colors—and secretaries or 
r dea er file clerks, here’s a tip for 


you. For flash-finding of 
\ file folders, use different 
41 colors...whiteFANFOLD 
LABELS for letters, blue 
\ FANFOLDS for bills, ca- 
nary FANFOLDS for con- 
tracts, and so on. 


| 
| 
+ Stationers now : 
ern time-saver FANFOLD 
} this container. anes cost $0 lit- 
| 
\ 
\ 


LABELS today- 
tle, and you will be am aghoe 
chey take the work out © 


labeling- 
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That’s drawing 
the line Ange / 


Today —right now — make 
the “Tolerance Test” with 
KOH-I-NOOR Draw- 
ing PENCILS. See how 
they create those fine toler- a 
ances on paper, so often 
demanded by American In- 
dustry. See those lines come 
up crisp — clear — sharp. 
And very important, too — 
see their “staying power”. 
For in the long run, you'll 
tnd KOH-I-NOOR 
Drawing PENCILS 


most eco: 3 


17 uniform degrees: to 

choose from—smartly pack- 
aged in a permanent litho- 
graphed container — one 
dozen to each packa 


~ RIGHT sok a 


KOH-I-NOOR PENCIL COMPANY, INC., BLOOMSBURY, NEW JERSEY 
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chart shows the former and the job breakdow, 
shows the latter. 


Job breakdown magnifies each step 


If one was to place a magnifying glass on om 
segment of a flow chart and “blow-up” the Steps 
followed in processing the work at that step, i 
would be symbolic of a job breakdown analysis_ 
see Exhibit 2. The job breakdown is the detgjj 
used in establishing standard procedures and jp 
training new employees. 


Large and small companies 


In large companies, specialization is usually 
carried out to a fine degree so that each employe 
generally specializes in one task and usually ap 
employee is involved in one routine only. Develop. 
ment of flow charts, job breakdown analyses an 
job analyses is relatively simple. Only major rov- 
tines are analyzed, such as customers’ order, pur. 
chase order, budgetary procedure, material requi- 
sitioning, etc. 

In smaller companies having fewer number of 
employees, several routines may converge at one 
desk and each employee may contribute to the 
completion of more than one routine. The heter- 
ogeneous assignments of tasks is common in small 
offices. This complicates, but does not render im- 
possible, the development of manuals and their 
corollary studies. It is not practical to study all 
paper work flow. Much of the paper work is 
subordinate or auxiliary to the major routines 
and is an outgrowth of the major routine. 


Every job covered 

The job study will cover each job and will 
include a narrative description of the entire job, 
including all tasks regardless of the time or 
sequence of performance. 

The routine analysis and subsequent flow chart 
will show the steps to be followed on each major 
routine as the paper work passes from desk to 
desk. It should not be complicated with any detail 
of operations found at any one desk other than the 
detail which is directly involved in the routine 
which is being explained. Simplicity of presenta- 
tion is priceless—completeness is essential. 

The job breakdown analyzes the individual de- 
tailed procedure required to process a specific 
routine at a specific step (desk) in the routine. 
These explanations may appear to be rather aca- 
demic. In our opinion, they are essential for the 
preparation of the manual and the inclusion of 
adequate material. 

Manuals are training devices. Manuals are the 
vehicles by which the details of operations are 
made definite. Manuals are one of the most effec- 
tive control devices available to management. 
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low, 


Office Management Association of Chicago 


_Announces 


The NINTH Annual 
CHICAGO OFFICE EQUIPMENT DISPLAY 


The Stevens Hotel . . . Exhibition Hall February 2, 3, 4, 1948 
held in conjunction with the 


For space write to: 

Geo. Simpson @ 
Office Management Association of Chicago 

SEMINAR 105 W. Madison Street 

Chicago 


of Chicago 


Office Management Association } ANNUAL 
Northwestern University 


Copy-RIGHT copy HOLDER IS THE ONLY DIFFERENCE 
senie i) oe 
ceo ee N° 


> Use of Copy-RIGHT 
Copy Holder permits 
Typists to RELAX... 
_ compels correct pos- 
, ture, points out ex- 
act reading line, one 
line at a time. 


- NOW, You too can 

say goodbye to 

_ TEDIOUS, NERVE- 

WRACKING, TIME- 

=) CONSUMING typing 
= methods. 


SAVES: EYES ...EFFORT ... ERRORS 
And Up To 50% In Typing Time According To Leading Users 
You'll be amazed at the remarkable increase in Employee morale with Copy-RIGHT. Neater 


work and more words-per-minute too, offsets small cost in a few weeks. Let Copy-RIGHT 
co-operate with your Stenographer-Typists . . . for more and better work, in less time. 


We don't ask you to BELIEVE until you SEE the results in your own office . . . so get a 
Copy-RIGHT on trial today —no obligation, no risk. eee w eens eee esncenessseeee 


Consult your Dealer or mail Coupon now. : Copy-RIGHT Mfg. Corp. Dept. 4-9 
i 
7 


53 Park Place, New York 7, N. Y. 
z — pane ay If Your Dealer Can't Supply You 


(] Send us a Copy-RIGHT on trial. 
12, 6", 20", 25", MAIL THIS COUPON TODAY (4 Signed... 


( Send Catalog and more complete details. 
30", 36”, wide. 


4 (Attach letterhead please) 
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The famous paten- 
ted “Carbon Grip- 
per” in every box 
of Codo Super- 
Treated, Super Kote 
and Keen Rite. 


529 South Franklin St. 
: Chicago 


Factory: Coraopolis, Pa. 
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Pneumatic Tubes 
(From page 70) 


ber of stations in turn will dictate the size of th 
motor and turbine, and once again size dictate 
the price. 

A 15-station system with a small size ty 
would require about 1400 cubic feet of air pe 
minute, which in turn calls for a 10-horsepowe 
motor and its appropriate turbine. Motor an 
turbine would cost about $1,128. Station termi || » — 
nals and fixtures have their price, too, and then, || | 
if the system is to run between two buildings || fo 
underground or overhead, there is the need for }l— 
such work as excavation, repaving, bridging, anj 
special wrapping of the outside stretch of tubing 
to guard against condensation. 

Another factor affecting the price of a tuk Ff 
system is whether floors which have to be opened 
up to permit passage of the tubes are of wood or 
concrete, while still another factor is the number wit 
of bends necessary in the tubes. 


rere 


Long-lived carriers 


The cost of the carriers themselves might be 
judged high until it is realized that they will last 
practically indefinitely. 7’ was thinking particu 
larly of a $17 charge for a iarge oval size carrier. 
But at the home offices of the New York Life 
Insurance Co. I heard that many of the carriers 
purchased thirty years ago are still in service. 
This system is one of the largest in New York, 
comprising fifty-two lines and some 900 carriers. 
This layout handled about 9000 carrier missions 
in a day on one occasion. 

Mechanical equipment for these systems are 
quite simple, which means minimum maintenanet. 
Maintenance averages but a few minutes per 
week per valve; motor lubrication should be 


Al 
checked about once a month; and it’s a simple iis 
matter to reflange carriers so that they responé this 


to suction readily. Of aid in tending to this chor 
is a flange gauge which tells when the flange hai] ng 
become worn by continual passage through the] 4 
tubes. An indication of maintenance costs might 
be the fact that New York Life Insurance (0. 
with its large installation, has only two mechanics L 
for this work. 

Power cost depends of course on the size of the 
system. In a small office where two or thre 
lines are installed, the cost will average betweel 
$3 and $5 per horsepower per month—the ratq 
varying in different locations of the country. 9%} seyp 
the horsepower increases for the larger plants} 
rates are reduced. 

Many executives, when acquainted with the o 
cost involved in a pneumatic tube installati ( 
might tend to shy off from it, without consi} 
ing that invariably the system pays for itself 
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Ea ch el 


tional scale to 


A boon to professional and amateur alike. First 
template that will draw from a %” to 12” ellipse, 
this clear plastic set has a large and waiting 


market. Allows unhampered view of subject 
matter, and is marked in eighths of an inch up 
to 6 inches. Order now for early delivery. 


i. 
90° 
fo Draw perpendicular lines 


2. 


lipse h 


Place ellipse on perpen- 
dicular to size wanted, 
and draw 14 segment 


oa? 
4 


| SEND FOR @ COMPLETE C-THRU CATALOG 
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KIL-KLATTER’S soft voice increases office 
efficiency; enables everyone in the office to 
get more work finished with less wear on 
the nerves. Made of resilient OZITE all hair 
felt, KIL-KLATTER absorbs sound and shock. 
Dent-proof top, skid-proof bottom. Fits all 
typewriters and many other office 
machines. 


AMERICAN HAIR & FELT COMPANY 


The Merchandise Mart, Chicago 54, Illinois 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


KIL-KIATIER | 
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THE BLUE ROBIN 


200 West 34th Street 
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CORPORATION 


New York 1, New York 
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a very few years. I’ve seen quite a few instal}, 
tions, and spoken to responsible office peop, 
where a system is in use, and I’ve never hegy 
any expression of dissatisfaction—nothing to jp 
dicate that it wasn’t serving the organizatip, 
faithfully and economically. Savings are to , 
reckoned in many ways, some of which aren} 
too obvious. 

The increased production that will accrue j 
individuals, the saving in unnecessary steps, th: 
accuracy of delivery of the material—these cop. 
siderations add up to accelerated operations which 
in the long run cut costs. 

Manufacturers of pneumatic tube systems: 
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Lamson Corp., Syracuse, New York 
_ Airmatic Systems, Inc., New York, N, y, 
The Grover Co., Detroit, Mich. 
Kelly Cash & Package Carrier Co., 
Chicago, Ill. 


Business Show Forums 
(From page 62) 


Turbush, president, Transcription Supervisors’ Associatior 
of New York; supervisor, Policywriting and Typing Depart. 
ment, Fireman’s Fund Indemnity Co. 


Thursday Morning, October 2 
Chairman: Martin Pohlman, Monsanto Chemical Co, but th 
“Space Administration and Layout,” Richard L. Forster 
Ebasco Services, Inc. “Face Lifting the Office for Increased! Fre 
Production,” L. E. Whitmeyer, E. I. du Pont de Nemours} 0t 01 
& Co. spasm 
The a 


Thursday Afternoon, October 2 sched 


Chairman: T. Lemcke, Standard Brands, Inc. “Operatio 
and Control of Office Duplicating Operations,” George 
Hart, Shell Oil Co. “Paper and Printing—Specification an/ 
Procurement,” A. E. Frampton, Hammermill Paper Co. 


Thursday Evening, October 2 

This session is presented by the Filing Association ¢ vork. 
New York. 
Chairman: Mrs. Elizabeth G. Lee, Standard Oil Co. ¢} the di 
New Jersey, president, Filing Association of New York} ijeg g 
“Cost Factors in the Records Department,” Harry W 
Ketchum, chief, Distribution Cost Section, Marketing Divi 
sion, U. S. Department of Commerce. “Human Factors 2 
the Records Department,” Dr. Fritz Morstein Marx, staf) Veyor: 


assistant, Office of the Director, Bureau of the Budget. | Make 
time 1 
The Panel for Actual Record Problems: Che 


Miss Esther E. Jencks, records supervisor, Air Reductio 
Sales Co.; Miss Edith Fulton, records consultant; Mrs. Alv 
R. Menzies, consultant, A. R. Menzies Associates. 


Friday Morning, October 3 
Chairman: J. P. Davidson, E. I. du Pont de Nemours Plann 


Co. “Cost Concept of Office Management,” Dr. John J. 
Neuner, City College of New York. “Cutting Corners Mu 
Office Management,” D. F. Copell, Wagner Baking Co. 


Friday Afternoon, October 3 

Chairman: G. W. Oliver, Jr., Crucible Steel Co. of Americ 
“Purchasing, Control and Maintenance of Office Equipmenh) ji, 4 
Wallace D. Bish, Westinghouse Electric Corp. 
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-_. For high office efficiency’ 
z4 For time saving results! 
4 4 for better quality work! 
a me sy a e vent . . 
a ss Please familiariZ© yourself with this 
iz 7a e new sane O* “Speed Fraser: 
- 7 A highly efficient and precision“©m 
— = os | 
a a BS graphet or secretary: Fliminates old- 
a a fashioned scrubbing methods and te 
os ; sultant unsightly carbon copies: When 
4 using ugpeedEraset > there 18 7° need | 
a _ to roll “P the paper You will find 
- that carbon copies are clear and leg: | 
| ible after striking correct letter: Steno- 
; i graphic efficiency will be greatly in- 
= a 
a creased through the use of the new 
7 a. ugpeedEraset Ir operates by a ge 
a AS tle pushing movement, which spins 
the rubber head clockwise and coun: s 
ae is e 
7 7 ' rer-clockwis© to delete the error: . tn 
— ' ngpeedEraset™ is priced at $095 | 
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icrease: 


Nemours 


. Ficheduling just as badly as a factory. 


| But we had another reason for installing the con- 


Office Engineering 
(From page 90) 


and might well be adopted in offices, to everyone’s 
" Toenefit. 

Another thing I always check on is the extent 
which each job is manualized in detail so that 
snderstudies and substitutes can take over with- 
wt confusion and delay. Each desk should have 
ts own manual with separate bulletins describing 
ach operation performed. There should be flow 
arts for all forms and reports. The manual 
should include a chart of that part of the organi- 
ation with which that desk worker comes in 
ontact. 

4 recent development which has much merit is 
mn activity report which lists or summarizes, for 
ach desk, all of its duties and states the amount | 
ff estimated time required each week to perform | 
hese assigned duties. 

Inevitably a study of such summaries will 
reveal inequities in assignment of work. Some 
employees are overloaded. Others are getting 
away with murder. 

Motion analysis and time study are often help- 
ful on office work of a repetitive nature where | 
‘Ithere is a sufficient volume of work to justify the 
attention to standardization. Office workers seem 
‘io have a genius for doing things the hard way, 
jbut they can be taught. | 
} Frequently, however, an individual worker can- 
not organize her work efficiently because of the 
spasmodic flow of the work which comes to her. 
The average office needs production control and 


Needless Switching 


Sometime ago we had a job in a factory that 
urned out an item requiring a lot of assembly 
jvork. The manager was continually stopping 
vork on one lot and starting another to satisfy 
the demands of customers. We sold him on the 
idea of a conveyor system which would save him 
_|money by speeding the flow of work in process. 


veyors. Because, with them, the boss could not 
make changes in the production schedule every 
time the telephone rang. 

Check your office carefully to determine the 
jextent to which needless starting and stopping 
and changing from one operation to another is 
interfering with results. It has been my observa- 
4 ton that more time is lost in offices by lack of 
Planning and keeping work moving than by in- 
‘ficient performance of the work itself. 
Much time is lost, also, by poor design of forms 


and reports which require the clerk to do things 
the hard way. 


fp uaerer there is a steady volume of a certain 
nd of work to be done, we should study the 
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CARBON PAPERS — 
4 and , 


TYPEWRITER RIBBONS 


Take the WRITE Path 
for betfer looking letters 


Because the letters you send out repre- 
sent your company—you want them to 
look “tops”. That's why so many of- 
fices specify WRITE for Carbon Papers 
that give you clean copies, more copies 
. . . WRITE for Typewriter Ribbons 
that wear longer, and produce clean, 
uniform, easy-to-read letters every time. 
Insist on WRITE or satisfied workers 
. . . better work. 


Ask your dealer, or write us today 
for Free samples and attractive 
prices. 


Immediate Deliveries 


oe ee ee 


WRITE o 2 inter A 


INCORPORATED New York 17, N. Y. 
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MAKE IT FIRM! 
JAC-A-DESK 


TRADE MARK 


the new, improved typewriter desk leg 
JAC-A-DESK 


steadies your desk, eliminating vibration 
makes platform firm and solid 

stops typing on a springboerd 

stops uneven-looking work 

improves typing efficiency 


Touch and action is improved! Skipping 
and piling due to a shaky foundation is 
eliminated. Unnecessary wear of desk and 
typewriter is stopped. 


Try this test: Shake typewriter platform vertically. If it 


is loose you need a desk jack. 


Jac-a-Desk is easy to use—hard to refuse 
never slips—easily and instantly adjusted. 


Canadian Distributor: Underwood Limited, 135 Victoria St., 
Toronto |, Canada. 


If your local dealer 
cannot supply you order direct 


Gonco Mfg. Co. 
1259 So. LaBrea Ave. Los Angeles 35, Calif. \ 
[1 Please send .... Jac-a-Desks I 
(Cl check enclosed [bill us ([ COD l 

| 


0 Please send me a sample order of one dozen Jac-a-Desks— 
money back guarantee. 


Name 


methods being used and make what simple cq, 
rections or improvements that casual inspectig 
may suggest. The job should then be subjecty 
to scientific time and motion study with develo. 
ment of time standards. Where this has been doy 
and a regular flow of work is maintained, a highly 
satisfactory day’s output will result. 

During the war years, industry perform 
miracles and most of the work was done by peop 
who had to be trained for the job because the 
had done no similar work previously. This has 
resulted in a great impetus to personnel training, 
most of it done by special training schools oper. 
ated by personnel departments. Motion picture 
and pictorially illustrated training manuals hay 
been used with much success. 


— 


Training 

Every office of any size should organize jts 
training of new employees. They should not be 
left to shift for themselves or be taught incorrect 
methods by some older clerk. A specialist in the 
particular operation should give them thorough 
instruction in the proper method for any job 
before they are put to work at it. 

In this connection, you will be surprised if you 
have some expert operator observe the work of 
supposedly experienced typists and calculating 
machine or bookkeeping machine operators. 

There is only one right way to do a job. That 
right way should be determined, standardized on, Ye 
taught and insisted upon. To the extent that your, im 
manual of standard methods for an operation canl oy 
make use of sketches and pictures, the novice wil = 


learn much more rapidly. fac 
a 1- 

No mysteries ‘al 

There is nothing mysterious about busines 2 


engineering. It is simply the planned and method. 
ical appliance of experience and horse sense tt] on 
business. Much of what the outside consultant 
does you could do for yourselves if you observe} 4, 
the conditions I have outlined. 

Frequently, however, you cannot divorce your) cp, 
selves from the active management of your office} §,, 
and no capable deputy is available to take tht) tur 
engineering assignment. 

The outside consultant has quite an “edge” it 
several ways. He is an outsider with no local com- 
mitments. His future livelihood does not depe 
on the nod of his client. Therefore he can hew@ 
the line, letting the chips fall where they maj 
After knocking about for years in one kind 
business after another, he gets to he a pretty fal : 
judge of human nature. This is a great help, i 
his work calls for a lot of diplomacy. They & 
that a rolling stone gathers no moss but it ef 
tainly gets quite a high polish. 


SE 
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PLUS QUALITY PENCILS 


have A COMPLETE LINE 
| IS AVAILABLE 
re it | % COLORED PENCILS * 
10t be 
orrect | 
se | %* THICK. LEAD * 
rough SENG Style "Vv" 
¥ jot Conard | %& THIN LEAD CRAYON - 
if you umes 1! AND INDELIBLE * 
ork of natural, comfortable 
lating shifting of body | 
= weight. | * COPYING AND 
That 


MANY OTHER TYPES 


ed on, YOU CAN BUY office chairs with features that provide 
t | increased working efficiency and “fatigue-free" seating. 


OFFICE CHAIRS equipped with SENG “Comfort-Action” 
Controls are quality chairs that offer the FOUR essential 
factors assuring fatigue-free performance: 


1—BALANCED TILTING—the low fulcrum pre- 
vents the danger of upsetting. 


siness 
vthoit 2 TINSTANT RESPONSE—demanding the least 
HEtnody muscular energy for body movements not required by A request will 
nse t one's work. 


sultant 
ncern|  3-FREEDOM FROM FATIGUE—siding correct 
) body posture in sitting. 


e your 4—SILENCE —Oilless bearings are squeak-proof. 

SENG Style "V" Low Fulcrum Chair Control. Designed 
ir Office} fop plain or upholstered heavy swivel chairs. Allows na- 
ike tht} tural, comfortable shifting of body weight. 


bring your samples. 


dge” in See Your Local Dealer 


lp, fia NATIONAL PENCIL COM 
| 220 FIFTH AVE. » NEW YORK N. Y 
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Sand 


FINGER TIP 
DESK FILE 


| 


Model U-7 


The Only 


DESK FILE with 
ADJUSTABLE DIVIDERS 


Now—all your desk papers can be right at 
your finger tips! The Evans Finger Tip Desk 
File is the ONLY desk file with adjustable 
sections—adjustable both as to number and 
spacing. Meets the needs of executive or 
secretary. Can be put into deep desk drawer 
at night. 


Made of all steel, dividers fit into holes in 
base providing spacing as needed. 19 per- 
forations at half-inch intervals on each side. 
Label ,holder across base. 7 dividers fur- 
nished; extra ones at $.20 ea. Overall size: 
10” x 11” x 914” high. Finished in office green. 
Price $3.50 delivered. 


Write today for particulars 


© 1947, Evans Specialty Co., Inc. 


SPECIALTY 
COMPANY, Inc. 


407 N. Munford St. 
Richmond 20, Va. 
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OFFICE CONTROL 


(From page 88) 


prises today are converging to the point of ty 
graphic as in the instance described in this artick 

“As a result of the use of the visual systep, 
we have been able to cut our delinquency dow 
very close to the irreducible minimum,” \; 


O’Brien of Group Hospital Service continue g 


“T have taken all the functions or jobs that ap 
due out of any department on a daily, weekly 
monthly basis and established a line contro] op 
the peg board which moves forward every day 
as the function itself moves forward in the depart. 
ment that is doing the work. If this function move 
behind the ‘today’ line, and no progress is made 
then an arrears picture is indicated on the board 

“I have segregated the daily, weekly, monthly 
functions of the various departments in special 
sections of the board and have placed a suspense 
date on each. An arrears picture insofar as that 
particular function is concerned is indicated ip 
the same way on the board as in the above 


tating. 
materi 

An. 
js reat 
stenog 
transc 
engine 
for he 
stenog 
But w. 
teleph 


example. We use punch card accounting in our 
office and the daily, weekly, and monthly reports 
that come out of the tabulating department are 
set up on the board in the same way with a sus- 
pense date for each function.” 


Instrument School in Session 
The Brown Instrument Co., is once more conductin 

courses in industrial measuring and control devices at its 
school at 4494 Wayne Ave., Philadelphia. The company has 
been offering such training for the past twelve years. 

Classes are made up of engineers and instrument 
members of customers of the industrial division of the 
Minneapolis-Honeywell Regulator Co. The course include; 
instruction in pyrometers, continuous balance electronic po: 
tentiometers, electrical and air-operated automatic controk 
flow meters, and thermometers. The first semester wil] 
end on December 12th. 


Systems and Procedures in Los Angeles 

The Systems and Procedures Association of Americ’ 
has chartered a chapter in Los Angeles. The announcem 
was made by national president, H. Kenneth Marks of J. 
Lasser & Co. 

Officers and directors of the new chapter are: president 
L. E. Hedrick, Tri-State Supply Corp.; vice-president, R. 0 
Metcalfe, Public Utility; treasurer, S. L. Melnyk, Coast Fed: 
eral S. & L. Assn.; secretary, Gerald LeBeau, Purex Corp 
Ltd.; governors, W. L. Alves, Rexall Drug Co., R. C. Maddox 
Bohemian Distributing Co., and R. Blair Smith, Flying Tige 
Line, Inc. 

The organization now has two chapters in California. 

Applications for membership in the association are avail- 
able from local chapters or from Mr. Marks, 1440 Broad: 
way, New York. The procedure for membership calls for a 
investigation of the qualifications of applicants by loc 
chapters. Then, recommendations for admission are sent 
the national board of directors, who reviews the application 
and issues a certificate of membership to each individua 
admitted. Memberships are on an individual basis. Com 
panies may not substitute other members of their staff i 
lieu of a previous member, unless the application of t 
individual has been made in the regular way and approved 
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TELEPHONE DICTATION 


(From page 65) 


gnished dictating, the typist’s work is finished 
too. The engineer has his report in a matter of 
minutes after he puts down his receiver. 

What are the advantages of this type of organi- 
zation and technique? Beyond the recognized 


+} gains offered by any good transcription depart- 


ment there is the obvious element of time-saving— 
the work is ready when the man has finished dic- 
tating. There remains only the delivery of the 


Y| material. 


An added advantage is that the engineer who 


es }is ready to dictate does not have to wait for a 
. |stenographer to reach his office from the central 


transcribing room. This is important to the busy 


for he might wait some time if there are no 
stenographers free at the time he puts in his call. 


telephone is a potential stenographer right at his 


above 
in our, 
eports 
nt are 
a Sus- 


wants to dictate. 
In the Stenotype telephone dictation section, 


or less well prepared material. The advantage 
of this type of equipment here is that corrections 
can be made easily on the Stenotype tape during 
the dictation and thus be incorporated in the 
finished job. A second Stenotypist can be de- 
coding the tape while the engineer is dictating io 
the first one. Here again the engineer receives 
his finished work very soon after he completes 


[his dictation. At the Laboratories the new Steno- 


typists decode in this manner for a trial period 
before they are assigned to telephone dictation. 

Another point in favor .of Stenotype telephone 
lictation is that in the event of a girl’s absence, 
possibly the morning following a late afternoon 
call, another girl can finish the transcription job 
from the Stenotype tape. 


Controllers’ News 


Harold S. Kuhns, secretary, treasurer, and controller 


for the Haloid Co., has been elected a director by the Roches- 
ter Control of the Controllers Institute of America. James 


L. Peirce, assistant comptroller of the A. B. Dick Co., has 
been similarly honored by the Chicago Control. 

The Institute recently announced that it has published 
‘Current Compensation Problems,” a 42-page pamphlet on 
geod salary administration, individual wage incentive plans, 
and job evaluation. 

The pamphlet includes five papers written by Charles W. 
lytle, Professor of Industrial Engineering, New York Uni- 
versity; Edward J. Walsh, Division Personnel Manager, Gen- 
tral Foods Corp, New York; Dr. Emerson P. Schmidt, 


he United States; W. R. Wright, partner, Stevenson, Jordan 


‘Harrison, New York; and D. W. Weed, D. W. Weed & Co., 
Ballston Spa, N. Y. 
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engineer,.who may have a tight working schedule, | 


But where telephone dictation service exists every | - 


dbow, ready to serve him promptly when he | . 


this department has a staff of Stenotypists to | 
take care of telephone dictation involving longer | 


Director of Economic Research, Chamber of Commerce of | 


POSTURE 
CHA/IRS 


»-4 STURGIS 
\ j EXECUTIVE 

ee ee” ~=—Ss«éPOSSTURE CHAIR 
= No. 1200 


For all-day-long posture comfort, that keeps 
away that tired feeling, enjoy the advantages 
of a Sturgis Executive Posture Chair. 


The latest improvements—Posture Curved 
Back, QUIET base, soft rubber ball bearing 
casters, New Sturgis permanent and lasting 
finish, are just a few of the reasons why 
your next choice should be a Sturgis Steel 
Posture Chair. ne 


Fin. 
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"TOE-HOLD ON THE LADDER" ber 


rs 
(From page 63) withhel 
, . : thelr 0’ 
Not until World Wax I, did man and our mod- George, who wrote The Story of Woman, says it | ood or 
ern industrial society learn and admit that an all- still is a man’s world—a Madame Curie, an Amelia | ;oman’ 
out war could not be fought without the sup- Earhart, a Frances Perkins or a Clare Booth | 
port of women. Only then, did Britain and the Luce to the contrary notwithstanding. 
United States give women the status of citizens. Says Mr. George: Reas 
These nations, and Finland and Norway before “Tf we consider each rank in business, in the |woman 
them, were to give women a participation in pub- professions, and in the public services, we find g |this obs 
lic affairs that the world, from recorded time, ratio of less than one woman on an equality with tangled 
had denied them. 27 men. One may imagine, therefore, what ex. |which 
For several thousand years of civilized his- traordinary capacity women must still show to ‘the tra 
tory—as far back as Aristotle and Plato, at least, obtain, not superior, but merely equal rank with jt 
men have been listening with varying degrees of men.” ner int 
impatience to this feminine plea for equality. Cooperation . Our 
What finally won them over was not reason, but But if it seems to be a man’s world, I scarcely |vhile ¥ 
violence and militancy. think the future of women lies in revolt. Rather, |s0nal, 
Reluctant old England gave her women the vote I think does it lie in cooperation with men, <A |women 
after the ladies had set fire to public buildings, woman is not less a woman because she has |iumor, 
poured tar in the mailboxes, and smashed thou- brains, initiative, imagination, and a sense of ,.1aveh 
sands of London windows. Men had resisted argu- humor. These are qualities that have always} Whe 
ment, but they gave way to nagging and noise! made women interesting—and made her valuable few of 
These historic facts justify the slowness of —whether she was saving a throne for the Dau- 
philosophers to recognize intellectual faculties of phin of France or isolating radium or building 
women. I am nota historian. I refer you to these a successful business. 
records to prove my statement that it’s been a When men extend the helping hand, and they 
man’s world for rather a long time. W. L. will and do, to give you a lift up to the next lad- 
H 
* wm? ’ ’ se 2 ' 
Bea gSaEBEEZR3 oes gursesszse 4 
SSEEEGS & ‘ SSeS es BSS E * 
q@ 8 £2 o & 2 ® .  @ £ cE > ie) < 
Suet S58,385 » Wh Cn Gah g ie £2 lg 
nw > Ws: sh 3s 7% & > of SB as ov ohw a 38 - 
" eT SSaesSS2 & ue a ie z 
~) CS oh 255255258 : as Se he | Wh 
= of . , 
oO Cf e=ZESESR eS a Bwagss - We 
| yy meres tie 273 S58 Ess BS fics, 
Co eS eeceadseu $. § 2S os% z Pag wes 
. meee ses 1 =e zS°see a may | 
— Ld —= & 5 =- 
1) @>  2sa52Fi" es tes gseeug Fame | yards 
@ ttre 83 sa © > 2c hG a) th 
SSE. fear = me Zz fSesgaee > bee 
sHeoesznrlSsoud t f we teases e 
(sas mice SEB ESCs yg S9SERES = 
© Vue ee pees: See tes < 
i gS BE SEES SE S35xt ° 
% — So n | 
U ‘ ZSSSS8 SHEE 8 Beeage uw fy pens? 
° a 
s Ee rrr vw | Luce 
4 : 
. | wide 
1+. ' ee 2 fo Sf 8 ' 
: : SERUIVSPZELS SSE. RE 0 | what 
PF 2eo* Su BS"Etsos < 
e : SRE LALS re SESS em 2 | They 
i] * *& 25 Een bi es .e |) th 
E2B90mSuyS HOSES » rou 
i . eq woOSununge =O $ nanrrg ; 
: fag = ~Roees .* ar Soe bas said: 
| SMS TSE ea eT SBS 
: smmzS sr essstiss = 8 als th 
0 Pe SE SesSE Re SS eee srw, by te 
‘Ys ad ws .S Pn twrss us to 
- tw Brace pisses | 
"& = SRPES LF 2\S RS | St 
s - = oU 2 uo i au & ani 
»~™ =: _. £ES.,e228s is8S8 sacri 
s& ~ Go mS WME LRA IS oO”. \ . 
‘Q: s a ee Bae [pees ; clate 
's = Peake IMSS YI hay 
: (i Bees eb i Byhsi , 
7: : ere es a 
: y MEssaaa {eS SEs, | ou 
: = eee esd | 
. L.---- wasn 
- OFFICE MANAGEMENT AND EQUIPMENT September, 1947 | Septe 


car) ete = So: Cee as AS Sy Sa 
| ae eet, ake a a > ae a 1 7 =e ie ; 
ay . aaa - +7 
lee 
oe . 
q 
a 
a 
ee 
Ted 
ae 
= 
oe 
co c ae 
a x Psy Ce eet oo, on a 
eae ames a: e <epseaae a Po age es Po: a ee 
Ps ee a ee ae i aoe a - es: 1 ae tee Sey ae : 
gan ia ee gas a ae Cee on pera fi. ae i Bete ci ee a 2 
ime eee ee So 7 a: eee ie ee 


jer rung, take the hand, but then let go, make 
good, and don’t slip off. Many promotions are 
ithheld because men fear they will jeopardize 
their own positions by women failing to make 
od on their own. They are suspicious, too, of 
voman’s emotional stability. 


ays it 
Melia 


Booth 


Woman herself 

Reason No. 2 for the difficult climb to the top— 
n the |woman, herself—is less easy to talk about, because 
find a [this obstacle lies in the woman, herself, deeply en- 
with tangled in that welter of small feminine follies 
it ex. |which have been caricaturized for centuries as 
w to \the tragic-comic aspect of the feminine person- 
with jt If you have ever seen Cornelia Otis Skin- 

yer interpret her own sex, you know what I mean. 

_ Qur preoccupation, sometimes with trifles, 
reely |while we miss the bus, our inability to be imper- 
ther, |sonal, our frequent lack of generosity to other 
1. A |women, our original sin of pettiness, our want of 
- has |numor, sometimes all these, we may as well admit, 
se of save hurt us in the difficult climb to the top. 
ways} What will help us up the climb? Let’s name a 
uable ‘few of our rungs: 
Dau- Energy—not nagging 
Iding Stick-to-it-iveness 

Aptness for detail 

they Intuition 
t lad- Education 
— Generosity—negative approach 
Vision 
Biology 
Tolerance 
Emotional stability 
| When men get together for relaxation, what 
do they usually talk about? Baseball, golf, poli- 
ties, their grandchildren, their new cars. They 
nay get into a controversy, yet shortly after- 
}vards, you’ll see them walking off to lunch to- 
gether, arm in arm. 


| 


SCRANTON, PA. 


When women fall out 

But when women disagree violently, what hap- 
pens? When women as eminent as Clare Booth 
Luce and Dorothy Thompson got into a nation- 
wide argument over their respective candidates, 
what did they talk about? The political issues? 
They did not! When Clare and Dorothy got 
through appraising each other, Walter Winchell 
suid: “Ladies! Ladies! Please remember— 
| there are gentlemen present!” Yes, it’s hard for 
us to be impersonal. 

Strangely enough, along with the courage and 
sacrifice which have been characteristically asso- 
tiated with womankind since the Book of Genesis, 
have gone these blind spots that keep us from 


STATIONERY DIVISION 


Dept. OE 


“i 

3! greatness. And at times, even our best qualities 
4 } —our sympathies, our loyalties, and our enthu- 
- iaszms—have betrayed us. And ever and anon, 
1947 | September, 1947 


Now Back on the 
Sharpening Line—3 
Big BOSTON Models 


All the famous me- 
chanical features of 
the Boston with extra 
rugged construction 
embodied in a modern 
streamlined exterior of 
unusual beauty. It’s 
modern at every point. 


Feeds the pencilitself 
—Centers them ac- 
curately. Made for 
tough service — 15 
cutting edges, over- 
size chip receptacles. 
A great Boston! 


Its eight-hole guide 
adjusts instantly to 
any popular - sized 
pencil. Its 15 edge 
cutters give 25% 
greater speed, ser- 
vice and longer life. 
It sells itself. 


Be sharp... 
aluags specify 


| Bos ron | 

SELF FEEDER 
NO4 
ate 


BOSTON 


PENCIL SHARPENERS 


C. HOWARD HUNT PEN COMPANY 


CAMDEN, N. J. 


SPEEDBALL PENS 
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A THOUSAND CARDS 

EACH EASILY CHANGED, 
NONE EVER MORE THAN 
A FINGER-LENGTH AWAY. 
CAN'T GET LOST OR OUT 
OF ORDER. 

BOTH SIDES OF THE 
WHEELDEX CARD ARE 
VISIBLE, BOTH SIDES USE- 
FUL WITHOUT REMOVAL. 
SLOT-PUNCHED CARDS 
SLIPPED ON OR OFF AT 
WILL. MAY BE TYPED 
EASILY. 

A CLEVER STABILIZER 
HOLDS WHEELDEX AUTO- 
MATICALLY STEADY FOR 
HAND-FREE READING, 
YET PERMITS FREE SPIN- 
NING ROTATION. 


THE 1000 CARD FILE 
OF A THOUSAND USES 


NO BIGGER THAN YOUR PHONE AND JUST AS USEFUL 


Pd imagination limits oftice, club and home use for Wheeldex 
ub. 
Send for FREE colorful, fully illustrated ““Cub Use” 
booklet and sample card, 

_There are over 30 other Wheeldex units, large and small, for 
direct posted or reference records of every type. “WHEELDEX 
THE ORIGINAL” has been enthusiastically used throughout the 
U. S. for over 15 years. Send for complete Folder G-62. 

The Wheeldex Cub, handsome in red trimmed black plastic with 
bright chromed steel base. is at home in all surroundings. Order 
yours today. Only $17.50, F.O.B. factory. 


WHEELDEX MFG. CO., INC. 


55 OM Park Row New York 7, N. Y. 


ACCO FASTENER 


**ACCO-Bound Papers are Safe Papers” 


* 
All papers of importance 
should be bound with 


ACCO 


Paper Fasteners 
—the standard of quality 


((0 


ACCO PRODUCTS. Ine. 


Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 
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we've made the greatest of all mistakes! We'y. 
humiliated men by being right when they we y 
wrong. pug 

I don’t think it’s ever going to be a woman 
world, in the odious sense of that phrase. I ag “EV 
wholly sure that women, themselves, would ng Hfice 
like it. But it can be a world of men and women 
of greater equality between them, of greater oe 
operation and still be a very good world, indeed 
And some of the wisest observers seem to think 
that is what’s going to happen. 

Of one thing you may be sure; an ever-increag}* 
ing number of women are going into careers, 
That, because in the first place, there are more 2 
and more of them. Secondly, “Contrast this with} 
1950, when, between 50 and 60 percent of alj 
American women, married or single, will be per- f 

“sr 


manently self-supporting,” as the U. S. Depart. i r 
ment of Labor says. t 

Every year our schools and colleges: are turn. | 
ing out thousands of well-trained young women 
for jobs in business, and never, you will note, was 
the emphasis upon personality greater. 

The most conservative women’s colleges in the : 
land know and teach that tolerance, friendliness, 
and wisdom in one’s human relations cannot be 
made second even to the greatest skill. 

If men have learned sportsmanship and goodh Me 
humor, women can learn them, too. And as thev 
grow in wisdom and experience, you'll find mc~ 
and more of them at the top. Nor need that b 
a cause for alarm. Women do not want to rule 
men—certainly not in any obvious or obtrusi 
way. 

You may remember what Candida says in the 
last act of Shaw’s great play: 7 

“T build a castle of comfort and indulgence fgr: 
him and stand sentinel to keep his vulgar cares 
out. I make him master here—though he does 
not know it!” 

And that, I suppose, is what every woman 
knows. If her brains help to make him master, 
she must not let him know it. That would break 
the spell—for both of them. 


Purchasing at Westinghouse 

The Westinghouse Electric Corp. has appointed Herbert 
W. McKeague as purchasing agent and J. Russell Todd 
assistant purchasing agent of the home radio division. 


New Haloid Machine 

Recently the Haloid Co., Rochester, N. Y., developed 
the Foto Flo, a high speed, fully automatic photocopy ma- 
chine. The company says it turns out four 18 by 24 inch 
completed prints each minute. A single operator stationed 
in front of the copyboard controls exposure, paper wind- 
down and cutoff by a push button control. It measures style 
15 feet long, 5 feet 5 inches wide, and 7 feet high. Prints 
travel automatically through the self-contained processing 
units. The power required is a 4 wire, 220 volt. 60 cydle, 
50 ampere line. 

Literature is available. 
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sens CHOICE... When supply has nail ' 
gab demand, the especial merits and values of the 


‘gw INDIANA CHAIR CO. 
jjfice Chairs Will Prove Their Sales Quality! 


To produce better chairs always. 
for American business offices is our 
guiding principle. In the scarci- 
ties of postwar, the dealer has 
difficulties in keeping on display for 
comparison, office chairs of differ- 
ent quality. But that condition 


will change, and distinctions of 
quality will come sharply into 
focus. 


Good design for appearance and 
comfort, medium weight easily 
moved on large casters, durable. 
permanent finish preserving the 
chair extending its service and 


enhancing the eye appeal—these 
mark the especial value of N.LC. 
_ Co. office chairs. 


No. 1451 

Soon to go into production is the 1400 series, one 

“amber of which is shown here. We shall have more 
news of it for you before long. 


HeW INDIANA CHAIR COMPANY 


MANUFACTURERS OF OFFICE AND SCHOOL CHAIRS. 


| Indiana 


Furniture Institute 


Mefiber WOOD Office 


= 
Comba 


“ARTGUM BRAND ERASERS & CLEANERS 


Goodyear saws RUBBER ERASERS © * 


SOAP ERASERS 


THE ROSENTHAL CO. . 


45. EAST 17th STREET, NEW YORK 3, N. Y. 


quick-drying... 
smudge-proof 


... you'll ANYHOW get sharp, 
clean impressions with this 
famous wood block Pad and 
remarkable ink! No lint, no 

goo. 100% fast-drying clarity . 

despite muggiest weather! 
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FULTON 


)) 
SPECIALTY CO. 


200 FIFTH AV..N.Y.10.N.¥. 


FACTORY AT 
ELIZABETH 1. NJ. 


OE WT 


END ALL WRAPS” PROBLEMS 


“wraps” 
Ttothing “in press,” 


problems, 


shoes and umbrellas. 


persons per sq. ft. 
anywhere. 
construction. 
and colors. 


—professional use. 


Write for vo. EL. “PETERSON co. 
ag 4 624 yr Michigan Ave., Chicago 5, U. S. A.. 
7 “The Coat Rack People” 
ne: ey - 


Office VALET Wardrobe 
Racks and Costumers end 
keep 
aired on 
spaced hangers; provide ven- 
tilated spaces for hats, over- 
Save 
floor space, accommodate 3 
Fit in 
Lifetime welded 
Modern lines 
6-place non-tip- 
ping costumers—12 and 24- 
place 4-foot racks. Endorsed 
by top office planners — in 
industry — institutions — 
municipal buildings—schools 
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LOOSE-+4LF AF 


PRODUCTS 
NOT 
PROMISES! 


¢ Some manufacturers point with pride to 
great "back-logs” of orders. We do not. 
Here at CESCO we are pacing in active 
demand and are delivering products— 
not promises. 


© With the fast service we are now giving 
on all types of Binders and Forms—both 
stock and special—our name should be on 
your list of SUPPLIERS. 


© Why not send for the CESCO catalogs 
and acquaint yourself with the latest in 
record keeping equipment! 


The C. E. SHEPPARD CO. 


4409 Twenty-first Street 
Long Island City 1, N. Y. 


GEM PAPER CLIPS. 
Gu pCa} 


pao “ 


LEADING 
INDUSTRIES 
. BUSINESS 


ARMA GEM CLIPS °FFICES «= apa NO-SLIP CLIPS 
ARMA SNAGPROOF 


Ideal for 

po i win tt 
Films, Fabrics ( Cp ) onenn o 
Lithographs, ete. 


ARMA T4G WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—--or write to us. 


PITTSBURGH CU | 


Plant No. 1 
1112-20 


Plant No. 2 Ss 
123-129 Morris St. 


For the Retail Store Controller ‘ 

John J. Kavanagh, manager of the Controllers’ ¢ § 
gress of the National Retail Dry Goods Association, 100 Wij 
31 St., New York, has announced the publication of 
books of interest to the retail store controller. They g 
the Controllers’ Congress Yearbook, and “low to Analy» 
a Selling Department’s Operation.” 

The first is a 183-page volume covering the proceediy 
of the Controllers’ Congress convention held in Los Angel 
in June. Improvement of methods to lower distributj 
cost was the subject. 

The proceedings and speeches have been grouped unde 
topics such as “Political, Social and Economic Trends ; 
Retailing,” “New Approach to Expense Control,” “Wo 
Simplification and Improved Methods of Productivity” 
“Methods of Compensation and the Work Week,” “Smal 
Store Problems,” and “Settlement of Insurance Losses,” ar 
some of the topics in the book. 

The yearbook also contains charts, tables and forms which 
make it valuable as a reference and source book on man- 
agement subjects. The book is priced at $3 to members, 
and $5 to non-members of NRDGA. 

The second book, “How to Analyze a Selling Department; 
Operation,” was prepared by the committee on services ¢| |’ 
members. It incorporates the research of five outstanding! | / 
retail controllers, and services every major division of g 
retail store. It contains forms for building tables and serves : 
as a check on possible departmental inefficiencies. It also 
includes factual studies on how to improve departmental| 
operations. This book is $1.50 to members, and $2.50 to 
non-members. é 


Handbook on Human Relations 

The first of a series of handbooks on the improvement} 
of individual and group relationships in the nation’s business 
structures has been published by the American Management 
Association, 330 West 42nd St., New York. Business, schol- 
astic, and government authorities on personnel management 
and industrial relations helped prepare it. 


Designed primarily for operating executives, supervisors, 
and foremen, whose management role it emphasizes, the 
manual was compiled to promote wider understanding of 
managerial problems and techniques, particularly in the field 
of human relations. James O. Rice and M. J. Dooher, of 
the AMA staff, edited it. 

The seven sections in the new publication deal with the 
management leader’s human relations responsibilities, man- 
agement leadership in a democracy, interviewing and coun 
seling techniques, and means of diagnosing organization 
problems. Also included are tests to determine the qualifi+ 
cations for management leadership. 

Among the authors are Rexford Hersey, director, exec 
tive development and training, American Airlines, Inc., Ne 
York; Leland P. Bradford, director, adult education service 
National Education Association of the United States, Wash- 
ington, D. C.; Ellis C. Maxcy, personnel relations supervisot, 
Southern New England Telephone Co., New Haven; Dr. 


Ronald Lippett, Institute of Group Dynamics, Massachusetts] @ 
Institute of Technology, Cambridge; John M. Pfiffner, pro- 
fessor of public administration, University of Southern Cali-] @ 
fornia, Los Angeles; and E. G. Michaels, Vick Chemical Co, 
Greensboro, N. C. 

The volume is designed for individual reading to furthe] @ 
knowledge of the management structure, for supervisory] @ 
conference training through chapter-by-chapter discussion 
as a desk manual for executives and supervisors, and fot 
general reading as an introduction to practical, professional é 


management. 

Spiral bound in blue leatherette, the manual sells at % 
per copy. Quantity discounts are available to organizations 
desiring to use the manual for training purposes, to schools 
and colleges, and professional and educational groups. 
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The Gavrin “Form-Efficiency Clinic” will gladly 
analyze any company’s various office forms— 
such as acknowledgment, shipping label, in- 
voice, bill of lading, etc.—with a view to efficient 
consolidation. It's free—no cost, or obligation. 


| Send ia coupon NOW—we'll send you 
2 supply of Anabysis Blanks 
to fill oat. FREE! 


ARTHUR J. GAVRIN PRESS, Inc. DEPT. 
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Office Workers 
Love the Original 


Plastic Type 


— if A S) 


—_ 


Because it's the mod— 
ern, efficient, completely 

thorough type cleaner! 

@Easily applied...just a gentle tap 
on the keys and presto...it's clean! 

@Clean...does not stick to hands... 
odorless...will not soil clothing 
(no liquid to splash) 

@Inexpensive to use...longer lasting! 

@Sold by stationers throughout the 
country...used by business firms 
throughout the world! 

@Ask your stationer...or write 


N NORTA DISTRIBUTING CO. 


1123 Broadway. §=-—“ New York 10, N. Y. 


September, 1947 


THE AUTOMATIC 


Index sheets of photographic fin- 
ish documentary stock, ideally 
suited for pen writing without 
blurring or feather edging. 


Write today for further details 


FINCH & McCULLOUCH 


Manufacturers of "Memory Masterpieces" 


Reg. U. S. Patent Off. 
AURORA 
Manufacturers of Quality Since 1903 


TEL-E-DEX 


With POP-UP Pencil and - fin- 
ger tip control. Efficient, con- 
venient, handsome, economical. 
6 COLORS to harmonize with 
home and office furnishings. 


ILLINOIS 


for accountants, architects and other itinerant 
users .. . and for occasional users because the 
last drop is fresh as the first . . . Grippit for 
everybody who wants the finest non-staining, 
non-wrinkling paper cement money can buy. 30¢. 


Western States: R. L. Smith, 604 Mission St., San Francisco 5 
Canada: McFARLANE SON & HODGSON (LTD), Montreal 


HARRIMAN-WELTS, INC., HAVERHILL, MASS. 
OFFICE MANAGEMENT AND EQUIPMENT 
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LOOK TO DACO — for these 
items—also for Machine Record 
Ledger Cards and forms. 

For over a quarter of a century 
Daco has manufactured a com- 
plete line of filing supplies, 
forms, cards and guides for 
every office and industrial use. 
Competitive in price and quality, 
Daco supplies are regular busi- 
ness builders. 

Write Dept. G for information 
or quotations. 


DACO CARD — —& INDEX co. 


9 Federal Court Boston, Mass. 


DISTINCTIVE DRAFTING EQUIPMENT 


Our professional Drawing Kit consists of a 5-Ply Bass- 
wood board and built-in parallel ruling straight-edge with 
transparent edges. These edges are made of a special kind 
of plastic which retains its white appearance virtually in- 
definitely. Rubber suction cup feet and rubber tipped 
elevators make this an ideal desk unit. 


NEW! 
THE REGAL T-SQUARE 


A new unit consisting of black plastic head and tan blade 
having transparent edges. Head and Blade are securely 
fastened to each other by 4 plated, hardened steel drive 
screws. This a low-cost t-square priced to fit the average 
pocketbook. Descriptive literature is available on request. 


COMPLETE LINE OF OTHER EQUALLY FINE EQUIPMENT 
DESCRIPTIVE LITERATURE AVAILABLE. 


ENGINEERING MANUFACTURING COMPANY 


317 North Commerce Street, Sheboygan, Wisconsin 


| politan Life Insurance Co., One Madison Ave., New York. 


OFFICE MANAGEMENT AND EQUIPMENT 


Nelson Made Assistant to President 

Charles E. Nelson, Jr., widely known in the purchas/ 
ing and management fields, has been appointed assistant ty 
James E. DeLong, president of the Waukesha Motor Co, 
Waukesha, Wis. 


Mr. Nelson has been president of the Milwaukee Chapte}}’ 


of the National Office Management Association, and a men. 
ber of the Milwaukee Association of Purchasing Agents 


Charles E. Nelson 


He was recently elected a director and member of the exec. 
utive committee of the Internal Combustion Engine Insti. 
tute, replacing Mr. De Long, former president of the Institu 
He is also a director of the Waukesha National Bank. 
The new assistant-to-the-president entered the Waukesha 
Motor organization in 1929, following several years as state 
wholesale representative for a major motor car manufacturer, 
His earliest activities with the Waukesha Motor Company 
were connected with the financial department and led to his 
appointment as secretary and treasurer of the Faegol Truck 
and Motor Coach Co., Oakland, Calif., which in 1933 became 
a subsidiary of the Waukesha Motor Co. Returning to 
Waukesha in 1934, he became factory production manager, 
and since June, 1936, he has been director of purchases and 
production planning. His new duties will be added to his 
past responsibilities which he will continue to discharge. 


Factory Planning and Layout 

Clean, convenient and safe surroundings for employees 
can often be as important to the over-all efficiency of a plant 
as finding the correct spot for production equipment. This 
fact governed the approach to the latest management study 
conducted by the Policyholders Service Bureau, Metro- 


Results of the study have just been published in a report, 


ail 4 } = <9 


“Factory Planning and Layout.” 

Designed to assist executives of Metropolitan Group- 
insured companies in planning towards the best possible 
results in operating efficiency and good working conditions, 
the report is written from an industrial relations rather 
than an engineering viewpoint. The methods suggested can 
be used in studying minor rearrangements with an existing 
plant in order to improve working conditions, as well as in 
planning the layout of a new plant to provide a good place 
to work. 

Among the subjects covered are the factors affecting fac- 
tory planning and layout; the data needed in planning; 


| space requirements; allocation of area; building types; loca- 


tion; building facilities required; and moving machinery 
and equipment. 

“Factory Planning and Layout” is one of a series of Metro- 
politan planning reports designed to help executives obtain 
the maximum benefits of good working conditions. Other 
reports in the series are “Office Planning and Layout,” 
“Lunchrooms for Employees,” and “Washroom and Locker 
Room Facilities.” 

There is a limited supply of the report. Copies are aval 
able to executives who request them on their busines 
stationery. 


- 
al 
4 
ry 
a 


— ) TS oO, i i ee: i ee — Se eee ee 
a 
- : 
q Ba 
a: GAC Se Se 5 Sa = 
Fa Rs : as poe AK . ae = £25) ts 
5 ee —* A pet . seas | (tes 
a ws -S=CARDS i = Sia5>- ‘ a, Bite ~S } 
a ee nee — Sr Sa ; 
= =e — 
. eS =, -_ eit = oe | 
4 — gs FORMS. (_"2\ = | | 
B . i a4 FOLDERS ee es eed E 
‘tee } Ose> 4. \At Sipe eats SS PS a «tae 
akg ger oo Eee fy SS Ee a 
= Bec SSE , a ae, ee ‘ ‘ 
Ss Ne gees. \ Hl 7 a 3 
a oe Fen ave + Fay, . 9 ws f» : F 
. = § y = a ee bo oa 
' Sata ) eee % _ 
. re \W | Rig Eee Z 
og i 8 a) Es ae | e- 
. ey ae Pea | 
a ae Hmm LE 
- \ Kent eae ee | 
oe: * wm Ss SS 
i \. oS Vers =DACO= SSN | 
ite \ e Naa Lan et == > ‘ Se es 
a \\ 7 ~ aed 
= a | 
7 . a. 
. “ 
| : Ce 
| ; | 
ae | 
si Pe ° — —_ | 
BE 7 | 
cs ~d 
# Cae: | 
Pe 5 a 
aa ~ t 
ee | : 
a . , es 
Ls ‘4 
2. = 
7 of } 
Fi rn 
7 ; = } ae 
oi 
ba | A 
; % Lil 
2 | 
—— | 
ag ae } } 
| es | 
q 4 | a 
_ ee cs 
=. ee 
7% 
. 110 a September, 197 | Sq 
~g 
. s. 
Me Ene aan ' , 
i : ata if : : = ee Nee a ane. Cog! sc cae aa fe 
- ea aa | oo oe i ee as . er as Ge % 5 gees 


e exec. 
> Insti- 
astitu 
ink, 
aukesha 
as state 
acturer, 
ompany 
d to his 
1 Truck 
became 
ning to 
lanager, 
ses and 
| to his 
scharge. 


ployees 
a plant 
it. This 
it study 
Metro- 
vy York. 


BUSINESS FIRM 
IS A PROSPECT 
FOR THIS 


BOOK . . . 
| ay 


BUSINESS MAN'S ATLAS 
OF THE UNITED STATES 


This atlas has been designed and 
compiled especially for business 
use. It speaks the business man’s 
language—gives him the terri- 
torial facts and figures relating to 
each state—in a section all to it- 
self. There are three maps of 
each state with detailed informa- 
tion on counties, cities, towns, 
villages; latest census figures, 
railway and highway routes. 
Size 12” x 15”, 240 pages, flexible 
cover, loose-leaf convenience, 
eye-ease treated. List price $12.50. 
Descriptive circular sent on re- 
quest. Address Dept. OM-9. 


The George F. Cram Company, Inc. 


730 E. Washington Street 


Indianapolis 7, Ind. 


report, 


Group- 
possible 
ditions, 

rather 
ted can 
existing 
Il as in 
yd. place 


ing fac- 
lanning; 
S; loca- 
chinery 


-Metro- 
; obtain 

Other 
vayout,” 


Locker- 


2 avalf 


pusiness 


Yr, 1947 


PENCER RUBBER PRODUCTS COMPAN 
Kubber 


MANCHESTER 


September, 1947 


Exclusive with Spencer, this “NO 
SPILL” dispenser is welcomed by 
offices and users everywhere. In 
Y% Ib and 1 Ib sizes, it cuts waste, 
it’s convenient, sturdy and easy to 
use. Looks well 
Write for complete information. 


Cc ONWN 


on any desk. 


TTL 


STAINLESS STEEL FILE SIGNALS 


NEVER TARNISH 


Made of stainless spring steel, highly 
polished. Will not discolor paper. 
Easy to attach, relocate or remove, 
but always stay put. Very thin, add 
practically no bulk. Used as classi- 
fiers and reminders in files, indexes, 
No. | No. 2 ledgers, etc. 12 colors and a type for 
Normal Tab every modern system. 


Medium Window eundninememamenten 
OTHER PROFITABLE 
SPECIALTIES 


“Bull Dog” CLIPS ==> 
Tough spring steel clips for 
holding bunches of paper. 
cloth, samples. etc. Nickel 
plated. Five sizes. 


No. 2¥—The New 
Low Tab Signal 


(Above) 


“Burro” INDEX TABS q—"Burro” PAPER CLIPS 
Detachable tabs for cards and | Fasteners for letters, enclosures, 
ledgers. Patent tongue insures etc. Of thin spring steel heavily 
firm grip. Supplied with alpha- — nickeled. Four sizes: 3 with 
bets, names of months and num- — non-slip tongue, one without. 


bers 1-31; also with blank in- (Circulars and prices on all above 
serts. items on request.) 


THE H.C. COOK CO., BEAVER STREET, ANSONIA, CONN. 
Every Cook Product Unconditionally Guaranteed 


PROMPT SHIPMENT 


These are a few of the items in 


All popular grades, sizes, capacities. Can- 
vas or simul. leather, nickel-plated mechan- 
ism. 


Brown or Black Simulated leather. Ring 
mechanism with boosters. Sewed pockets. 


RING BINDERS 
ZIPPER CASES 


I" cap. 
.. d Ri Binder. Lea. 
INDEXES yong ed cobs. Subject ms menstabte 
¢ tax indexes. 
SPRING BINDERS fis, "sat*tad"id osengh", I 
* cap. 
SHEET HOLDERS “320020 ris bat Single or double hinge 
styles. 


BRIEF FOLDERS Various grades, sizes, colors and capacities. 
Write for Catalog of Our Complete Line 


| >; ELBE FILE & BINDER CO. Inc. 
= Makers of Loose Leaf Binders. 


- 5 Acre Site - 5 Acres of 
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ONNAR-VAWTER SERVES ALL : 


«< 


# 


SAVE TIME .. . REDUCE COSTS .. . IN- 
CREASE EFFICIENCY . . . with Bonnar-Vawter 
Multi-Copy Precision Business Forms and systems. 


Most records may be completed in one writing 
with Bonnar-Vawter Multi-Copy Business Forms. 


Bonnar-Vawter Continuous Precision-tailored 
forms are designed for systems using typewriter, 
teletypewriter, bookkeeping, billing or tabulating 
machines. Save costs in your record writing. 


Write today for further information 


BONNAR-VAWTER 


1'NCORPOR AT EOD 
1717 EAST 30th ST., CLEVELAND 14, OHIO 
Sales Offices in Principal Cities @ Serve All Industries 


Good Hunting 
W. GG’ WS YA 
—— X\ 


When you go hunting in the business field you 
aren't just looking for sport. You want tangible re- 
turns. That's why so many smart buyers are turn- 
ing to "Andy units of steel" for greater values and 
more profits. 


CARDINAL SALES, Inc. 


JAMES H. HICKEY, Mor. 
Distributor for Anderson-Hickey Co. 
5631 W. Madison St., 


chee stool 
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Appointed Divisional Manager 


H.C. Dayis, general sales manager of the McBee Co, 


| New York, has announced the appointment of Dale Moffet 


as southeastern divisional manager for the company. Mr 
Moffett’s headquarters will be in Atlanta, Ga.; his dutig 


| will include advance field training of the salesmen in the 


* 
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Dale Moffett 


territory and the supervision of a sales expansion program 
in the territory. He joined the company in 1942 as a sales- 
man in the Kansas City territory. For the past year he has 
been director of the McBee Technical Training School in 
Athens, Ohio. 

The company recently prepared a 12-page booklet 
which gives short-cuts to accurate, economical, and rapid 
record-keeping. The booklet is a reprint of the article, 
“Three Tools of Business for Distribution & Statistical Prob- 
lems,” which appeared in the New York Certified Public 
Accountant. 

Charts and illustrations are sprinkled through the booklet 
to explain the short-cuts available when the McBee Key- 
sort, Summary Strip Accounting (pegboard) and Unit An- 
alysis Comparative Reports are used. 

Copies of the booklet are available. 


Macy's Assistant Controller 

R. H. Macy & Co., New York, has appointed Roman 
S. Weller as assistant controller in charge of the store's 
expense control section, the budget office and the systems 
department of the controller’s office. He was formerly head 
of the expense control section. 

Ezra Moscrip, formerly sales auditor for the store, has 
been appointed manager of the systems department, until 
recently called the methods and systems department. 

Other changes include the promotion of Jack L. Selkowitz, 
formerly assistant manager of the budget office in charge 
of non-selling budgeting, to the position of manager of the 
budget office. John F. Gribbon, former assistant manager 
of the depositor’s account department, has taken over Mr. 
Moscrip’s post as sales auditor. 


For Bundling Metered Mail 

The Commercial Controls Corp., Rochester 2, N. Y., 
has issued a new circular which illustrates and describes 
USPM Bandetts and the Bandett holder. The Bandetts, used 
to bundle metered envelope mail for delivery to the post 
office, are made of strong fiber brown paper. 

The company says they are so tough and pliable that they 
hold envelopes in a tight, firm bundle without damaging 
the edges. The strips, gummed on one end, are 134 inches 
wide and just the correct length to band uniform bundles 
of the maximum quantity permitted under postal regulations. 
On the top side of the Bandetts the words “Metered Mail” 
are printed. Space is provided to fill in the meter number, 
date, and the name of the mailer. Packed in units of 50 
to the bundle, they are priced at $3.75 a thousand. 

A bundle of 500 Bandetts fits into the all-metal holder. 
It hangs on the wall in vertical position so that the Bandetts 
can be withdrawn from the top opening as needed. The 
holder is $3.50. When the holder is purchased with 50 
Bandetts the price is $5. 
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Ace has always built but one kind of stapling equipment . : 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
sapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCOUT 


. Py A durable, long- 
ay life stapler. 

; Staples, pins and 
tacks. Guaranteed 


Sor five years. 


ACE CLIPPER 


ACELINER One of ACE’S finest 
Most beautiful and effi- models. Light weight, 
cient stapler ever built. easy action. Precision 
It staples, pins, tacks engineered from finest 
and hand fastens. steel. 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


ARCO russrr Banns 
; Since Pearl Harbor — 


More Stretch — Greater Toughness 
—Longer Life. Use them over and 
over again. All standard sizes — 

A Rubber Band for every appli- 

F cation. Special types made to 
fit every need. Available in 
Pe natural and other colors. 


Write for generous sam- 
ples and prices of our 
finest product in 
years, The New 
ARCO Station- 

ery Bands. 


DIFFERENT SIZES 


_ 
@ 


"over 300 
t 2 


Dept. OM, N. Union Av. 2 
ALLIANCE, OHIO 


September, 1947 
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P natal 


Adjustable Cantilever Spring 
— All-Metal for Long Life 

| For Home and Offices 
| 


Weighs to 12 ounces. Colors: Green, Red, Ivory 


$150 


m 


LIST 
PRICE 


ACCURATE PARTS 
MANUFACTURING CO. 
CLEVELAND 6, OHIO 


A,d Chrome GOES TO WORK 


Ard chrome is harmonious in 
office settings—lending dignity and 
sparkle through smart design. 


The practicality and sturdiness of 
Ard's gleaming chrome costumers 
and wood or chrome chairs uphols- 
tered in long-wearing Duran or 
leatherette keep your office equip- 
ment on the asset side of your 
ledger. 


No. 54CB—Revolving 
Pedesyal Costomer 


Free Brochure 


Write for illustrated brochure, 
giving the name of your dealer. 


ARD MFG. 


CO. 
31 VINE ST., BOX 442 


EVANSVILLE 8, IND. 


\ 


No. W399—Duran 
Tailored Wood Chair 
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ALL PURPOSE TIME CONTROL DEVICE 


Me HEM 


MULTIPLE USE 


TyYM-AN-DATER 


A JOB TIMER 

Labor starting and stopping 
time is accurately, legibly and 
unalterably recorded. 


A TIME STAMP 


In the hundreds of places 
where exact time of arrival, de- 
parture, etc., is a primary consideration, the Tym-an-Dater 
serves as an accurate time stamp. 


AN ATTENDANCE RECORDER 


Wherever there are too few employees to warrant a larger 
time recorder, where space is at a premium, or where more 
than one funtion of time recording is desired, the Tym-an 
Dater serves as an efficient attendance recorder. 


Write for Catalog OM 


THE CINCINNAT UME RECORDER CO. 


1733 CENTRAL AVE. * $ CINCINNATI 14, 0. 
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BERNARD 


rar Ticket Punch 
Users say — 


“Beautifully balanced” 


“Never tires the hand” 
“Cuts clean and neat” 
“So little effort required” 


And it’s BERNARD quality 
through and through — the 
kind of dependable office tool that 
speeds work. 


For complete catalogue 
of BERNARD stationery tools address 


WM. SCHOLLHORN COMPANY 
3009 CHAPEL ST., NEW HAVEN 9, CONN. 
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A Leader's Manual 
The American Management Association, 330 West 42nd 
St., New York, has published the “Management Leader’s 
Manual,” for operating executives, supervisors, and foremen, 
The manual has been compiled to serve as a practical 
means of disseminating good management principles to an 
increasingly broad group of executives, supervisors, and 
foremen. The booklet supplements the “Foreman’s Basic 
Reading Kit,” which provides the supervisor with _ basic 
management information. The manual will keep super. 
visors and other operating executives currently informed on 
the latest management techniques. It will be issued id a 
regular series, with new volumes appearing yearly. \ 
The first manual has 22 chapters on seven management 
topics. It is priced at $2.75 each, with discounts for quantities, 


Replaceable Air Filters’ Use 
The application of replaceable type air filters for 


ventilating and air-conditioning systems is explained in an }’ 


eight-page booklet issued by the American Air Filter Co, 
Inc. Descriptions and illustrations of each type filter are 
given, along with instructions for maintenance and detailed 
engineering and installation data. 

For a copy of this new booklet readers should write the 
company at 215 Central Ave., Louisville 8, Ky. 


To Exhibit New System 

Executone, Inc., 415 Lexington Ave., New York, re- 
ports that at the National Business Show in Grand Central 
Palace from September 29th through October 4th, it will 
display a new electronic system. 

The company says the system incorporates a number of 
exclusive operating features. including the ability to have 
complete privacy, as well as facilities for answering calls 
remotely from across the room, without stopping work to 
approach the unit. 


For the Advancement of Management 

The New York Chapter of the Society for the Ad- 
vancement of Management has elected John W. McCaffrey 
president. Mr. McCaffrey is the executive secretary of the 
New Jersey Brewers Association. 

Other officers elected by the Society are Roy R. Gockley, 
personnel director of the Dairymen’s League Co-operative, 
vice-president; Henry P. Kramer, president of Easy-Clean 
Laundry Co., secretary; and Donald J. Sehl, assistant director 
of industrial relations of Remington Rand, Inc., treasurer. 

The directors are Roland J. Dahl, director of production 
development of E. R. Squibb & Son; Frank Egner, president 
of Funk & Wagnalls; and Luther Gulick, president of the 
Institute of Public Administration. 


The Chemical Consultant 
The 1947 edition of the Foster D. Snell, Inc. brochure 
“The Chemical Consultant and Your Business,” has re 
cently come off the press and copies are available without 
charge from the company at 29 West 15th St., New York 
Following an outline of the problems the chemical con- 
sultant encounters, there is indication of the types of busi- 
ness enterprises which make use of the services of chem- 
ical consultants. The booklet then discusses the services 
offered, including not only research in varied fields but 
rubber and plastics investigations, organic synthesis, al- 
alytical service, physical testing, bacteriological inspections, 
pilot plant operations, chemical engineering in many ramr 
fications, chemical market research, current information, 


| legal testimony, and patents. Photographs illustrative d 
+ certain phases of work done by the organization are included, 


The booklet concludes with the corporation policy in © 
lation to clients, the basis of charges, and the types of agree 
ments which are offered. 


September, 1947 
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increased Production 

The Rubber Manufacturers Association, New York, 
sports that the rubber flooring industry is currently pro- 
jucing at a rate of about twice as great as before the war. 
The association is at present distributing a booklet, “The 
jristocrat of Flooring,” to architects, builders, and others 
yho specify flooring. The booklet stresses the advantages 
yhich result from the use of rubber flooring. 

At the present time supplies of this type of flooring are in- 
easing and spokesmen for the industry say that at present 
manufaeturers can supply it in reasonable quantities. They 
ielieve that the supply situation will be even more favorable 
in the fall. 


New Electric Typewriter 

Howard V. Widdoes, vice-president and general man- 
wer of the typewriter division, Remington Rand, Inc., has 
anounced that the company has a new electric typewriter 
rady for production. The new machine is the result of 
twenty years experimentation. The company produced elec- 
tie typewriters in the twenties but they were cumbersome 
ad expensive. Production was stopped but continued re- 
arch resulted in the present machine. 


Will Be Represented 

When the bank auditors and comptrollers hold their 
convention in October in Baltimore, Md., the Marchant 
Calculating Machine Co., Oakland 8, Calif., will exhibit its 
machines. A staff of demonstrators will tell all in attendance 
how they work. The Marchant Silent Speed automatic 
calculator will be featured. 

E. W. Clede, agency manager in Baltimore, is in charge 
of the exhibit. He will be assisted by the following agency 
managers: Mark Godfrey, Allentown, Pa.; D. C. Buick, Phila- 
delphia; and D. R. Cooke, Washington, D. C. 


~w TRINER 


"AIR MAIL ACCURACY" 


SCALES 


Over-under weight 
indicator. 


Over 190,000 Triner Scales 
sold to the U. S. Post Office 
Dept. 


No. 84—Triner Airmail Accuracy Beam Scale, $11.75 
Equipt with computing postage rate chart for all 
classes of U. S. Mail. 


Capacity: 1 Ib x 2 oz. Weight—boxed 5 Ibs. 


Allsteel Scale Co., Inc. 
25 West Broadway, N. Y. 7, N. Y. 
Dept. OM Barclay 7-8550 


Storage or Wardrobe 


CABINETS 


72” x 34” x 18”. Style 4ST 
shown, with 4 adjustable shelves, 
Also available, Wardrobe Type, 
Style 1WA, and Combination 


and Storage, Style 


Now Available! 


LOCKERS 


12” x 18” x 78”. 
Single Tier, 3 or 
more wide. 


nt 
Haw A See 
Delivefscuurer Prices ! Heavy 
construction, a 

n ename ae 


CABINETS 
Maximum working and stor- 
age space, using minimum 
floor space! 29%” high. 24” 
wide, 18” deep. - 4 


om and keys- 
FOB Plant. 


625 ideas to simplify, 
Speed up, improve 
your OFFICE WORK 


Here’s a treasury of ideas, kinks, short- 
cuts and ingenious methods you can use 
to streamline every phase of your office 
routine. This manual contains the best of 
thousands of ideas contributed by mem- 
bers of the National Office Management 
Association. Every short-cut included has 
been found a practical device for saving 
time, money, or effort. Covers everyday 
office functions, large and small, every- 
thing from scientific tests for personnel 
a, to helpful hints in typing and 
ing. i 


Manual of Practical 
OFFICE SHORT CUTS 


PRS eT ee | 


Just Published 
272 pages, 6x9, 


102 illustrations 
Compiled from ideas sent in by members ' 
of the National Office Management 
Association 


Here are short-cuts that have proved successful—in im- 
proving worker performance—in saving time—in boosting 
company profits. The book gives you: 

— 42 aids to better bookkeeping and accounting 

— 38 ways to simplify your payroll procedures 

— 26 ideas for speeding up your typing operations 

— 17 techniques for handling different personal problems 
. . » plus hundreds of other short-cut ideas covering filing, 
sorting, mailing, tabulating, billing, reports, requisitions, 
supplies, etc. 

Write for your copy of this handy, useful manual today. 
Address: 


OFFICE MANAGEMENT & EQUIPMENT 
260 Fifth Ave. New York, N. Y. 
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CLAR-0-TYPE CONTAINS 
The Right Combination 


Clarotype is a combination of active ingredients 
that clean your typewriter type instantly, thor- 
oughly, economically. A 50¢ bottle lasts for 
months. No brushing —no spattering — noninflam- 
mable. Expert stenographers prefer Clarotype for 
clean, sharp, impressive looking correspondence. 
ORDER FROM YOUR STATIONER OR TYPEWRITER SUPPLY DEALER 


The Clarotype Company, Inc., 261 :™ Broadway, New York 7 


F\ANSON POSTAL | 


No. 1509 (illustrated) 


fe Capacity, 5 Ibs. by 
1% ounces. 


first class mail an 


the platform a8 
inter automat 


Accurate and 


- . HANSON 


“ 
Te 


SCALE CO. 


Computes 
ostage for air mail, 


merchandise up to 4 
Ibs. Easy to use, simply 
lace mail matter on 


cally 
indicates the correct 
weight and amount of 


equired. 
postage ¢f ‘arable. 


SPECIFICATIONS 
©, glass 


See your supply house. 


4 


*. 525 North Ada Street, Chicago 22, IMlinois” 4 


SCALES 


ST SCALE 
PARCEL Poets 


it 
iEoecer. Plat- 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. 
in advance. Address replies to all Box Number -_ = 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave., 


Employment Service 


SALARIED POSITIONS—$2,500-$25,000. This personal seryj, f 
37 years’ recognized standing negotiates for supervisory, techatiesl - 
executive positions of caliber indicated. Procedure individualized” 

your requirements. Modest fee protected by refund provision Tdentien 
covered and present position protected. Write for details R v 
BIXBY, INC.. 292 Dun Bldg., Buffalo 2, New York. ; iti: 


EXCEPTIONAL OPPORTUNITY—Permanent Connection for steady, 


dependable salesman of carbon papers, ribbons, duplicating supplies | 


ete. Openings now available in Indiana, Kentucky, Illinois, Michigap 
Salary. commission and expenses paid. Write in confidence statin oO 
past and present connections, ete. ‘ oN a! 
RIBBON CO., INC., LOGAN, OHIO. 


SALESMAN—Part time or side line to sell nationally adverti 

; : i s é ally advertise 
rr SF sag (together with your other lines) to ao. on 
and all other industries. Commission only. GENERAL P O ; 
UCTS CO., Chatham, New Jersey. _—ee rae 


EXECUTIVE SECRETARY would like a job where she will be kept 
busy and interested. Fifteen years’ experience. College educat 

Shorthand dictation very fast. Statistical background Box IL 
OFFICE MANAGEMENT AND EQUIPMENT, 260 Fifth Ave.. New York. 


INTERNATIONAL ‘CARBON @ 


The “Want-Ad Opportunities Columns” 
of OFFICE MANAGEMENT AND 
EQUIPMENT are read by everyone in 
the trade. Advertisements under this 
heading ten cents a word, minimum 
charge, two dollars, payable in advance. 


SEE THE NEW ELECTRONIC 


Leci/one 


INTERCOMMUNICATION & SOUND SYSTEMS 


Booths 237 and 238 
NATIONAL BUSINESS SHOW 
GRAND CENTRAL PALACE, N. Y. 

September 29 to October 4, 1947 


EXECUTONE INC., 415 LEXINGTON AVE., N. Y. 17 


Give 
Help us build 
Hope Institute 


First model hospital for care 
of advanced cancer patients 


THE NATIONAL CANCER FOUNDATION 
85 FRANKLIN STREET @ NEW YORK 13, N. Y. 


September, 197 
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= FOLDING CHAIRS 


ye l¢Many Styles — Wood or Steel 


x | , Also non-folding chairs, tablet 

- \@armchairs, folding tables. 

PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 


For Mounting With Complete Visibility 
CngeZd 


| TRANSPARQ ¢ 


“CLEAR AS GLASS” 


The ideal corners for mounting 
photos, stamps, clippings, etc., in 
albums or wherever desired. Will 


—_—__. 


Vice of 


ae not injure gummed backs of stamps. 
Steady, CHAIR (0 Used far years with perfect satisfac- 
upplies, F . tion. Photos or prints may be re 
ichigan moved at will. Made with black 
ing age. Dept. 1 or white background. 
BON & 1140 Broadway Order from your wholesaler or write 
4709-10 N. Clark Street, 
New York 1, N. Y. Engel Art Corners Mfg. Co. “Chicago 40, Illinois 
d photo 
banks, 
| PROD- 
Sones THE MAJESTIC LINE 
ucation, 
on SECTIONAL POST 
Canvas with Imita- 
- tion Leather Corners 
ns 
CONSTRUCTION:—Oval 
ND shaped steel tubing. Highly 
polished Nickel Steel end 
’ in caps. 
ns BINDING: Finest grade 
this All standard stock sizes avail- Blue Slate or Brown Canvas 
able for immediate delivery. with Black Imitation Leath- 
um Write for prices. er corners. Medium weight 
binder boards with ae 


ice, MAJESTIC oon 
LOOSE LEAF INC. Set se pro- 
19-29 Rockwell Place, B'klyn, N. Y. METAL HINGES. 


Available for immediate delivery! 


Et, 500 Cards 
KARDEX—ACME—Y & E—GLOBE Seles Quick SUB Can $345 
WERNICKE—POST INDEX—RAND Gredt Porto Coe aise 
s Cost Saves Time pre 


and other visible systems. Use Handifax Cards only. Join together. File 
sheets of Cards on edge in correspondence 
folders. Visible Facts Inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 


All completely rebuilt and guaranteed by tion. Ten years national use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 


“The House That Confidence Built” * ) in., $4.40; 10x4 in., $5.30.. Order now. Send no 
Universal Office Equipment Co., Inc. Sheets of Cards money. Satisfaction Guaranteed. 
Write for Catalog. 
Y.17 + 7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


F ROSS-GOULD CO. 
Handifax 311 N. Tenth st. 191. LOUIS 


MS 
Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


NOVEMBER ISSUE VISIBLE EQUIPMENT SPECIALISTS 


e ] os 1 n g D ad t e We can supply excellent reconditioned visible equipment 
and supplies for all makes. 
October 5th ACME * GLOBE-WERNICKE * Y & E * 
KARDEX * RAND and INTERNATIONAL 
Al ll t f li f i t, visibl 
Please prepare your copy now and cublact stand, leper ways. ots. IEWesducd 
send complete instructions to our All equipment fully guaranteed. 


New York office. Special prices to dealers. 


OFFICE MANAGEMENT & EQUIPMENT Heineman Office Equipment Co. 


260 Fifth Avenue New York 1, N. Y. 4 .N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 
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While She Powders 
Her Vlose... 


ALL THREE MACHINES 
ARE TYPING PERSONAL LETTERS 


faster than human fingers can fly! 


AUTO-TYPIST is one of the most amazing 
business machines ever built. Any typewriter 
can be mounted on the mechanism. Then it will 
type letters—automatically—from two to three 
times faster than human typists can work. Your 
typist can operate three or four AUTO-TYP- 
ISTS. She can turn out from 300 to 500 letters 
a day—each letter completely and individually 
typed with a provision for manual interpola- 
tion of names, amounts, dates, or any other 
“personalizing” references. 


P= RUSH COUPON FOR DESCRIPTION OF 
THESE AMAZING MACHINES 


Office managers’ mouths drop open in amazement. Typ- 
ists heave deep sighs of relief when they see perforated 
paper record rolls flashing out the tedious repetitive typ- 
ing in one-third the time. 


Sales Managers boost responses to their mailings many 
times by sending individually typed letters to their pros- 
pects. Rush the coupon or a request on your letterhead 
for complete description of the business machine that is 
increasing sales and collections, and speeding mailings for 


America’s biggest companies. Send today for the facts. 
They are free. 


ST 


AMERICAN AUTOMATIC TYPEWRITER CO., 
Dept. 159, 610 N. Carpenter St., Chicago 22, Til. 


| 
| 
Tell me how one ordinary typist can turn out 300 l 
to 500 individually typewritten letters a day on 

AUTO-TYPISTS. (All information is free and I am_ | 
under no obligation. | 
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INDEX TO ADVERTISERS 


A 
Acco Products, Inc......... 106 
Accurate Parts Mfg. Co..... 113 
Ace Fastener Corp......... 113 
Acme-Lite Products Co..... 51 


Adirondack Chair Co....... 117 
Alliance Rubber Co. 
All-Steel Equipment, Inc... 9 
Allsteel Seale Co., Inc....... 115 
Aluminum Cooking Utensil 
| ER er eee 
American Automatic Type- 
writer Co. 
American Hair & Felt Co... 97 
Ard Mfg. Co.... 113 
Art Steel Sales Corp. 
19, 20, 21, 22, 23, 24, 25, 26 
Autocopy, Inc. 8 


B 
Bates Mfg. Co....... 3rd _ cover 
Blaisdell Pencil Co......... 28 
Blu Robin Corp............ 98 
Bonnar-Vawter, Inc. ....... 112 
Boorum & Pease. .......... 15 
Browne-Morse Co. ........ 31 
Brush Development Co..... 27 


Business Efficiency Aids.... 50 


Cc 


| Cardinal Sales, Inc......... 112 


Cincinnati Time Recorder Co. 114 
Clarotype Co., Inc., The.... 116 
Codo Mfg. Corp. 
Cole Steel Equipment Corp. 


43, 44, 45, 46 
Cook Co., H. C... 
Copy Right Mfg. Corp...... 95 
Corry-Jamestown Mfg. Corp. 12 
Cram Co., Inc., George F... 111 


C-Thru Ruler Co...... rains ae 
D 

Daco Card & Index Co., The 110 

Dasor Mig. Corp........... 18 

Dennison Mfg. Co.......... 30 

Meeeee, THe. onc cckces 29 
E 

Eagle Pencil Co. 54 


Elbe File & Binder Co., Inc. 111 
Engel Art Corners Mfg. Co. 
Engineering Mfg. Co....... 
Esterbrook Pen Co......... 32 
Eureka Specialty Printing Co. 104 
Evans Specialty Co., Inc.... 


er eee 116 
F 

Faber Pencil Co., Eberhard 52 

Faries Mfg. Co...... 34 


Federbush Co., Inc.. The... 16 
Feldco Loose Leaf Corp. . 36 
Finch & McCullouch, Inc... 109 
Fulton Specialty Co........ 


G 


Gavrin Press, Inc., Arthur J. 109 
General Fireproofing Co.... 3 


General Pencil Co.......... 48 
Globe-Wernicke Co., The... 93 
Goneo Mfg. Co..+-.......... 1 

Gray Mfg. Co., The...2nd cover 


H 
Hanson Scale Co.......... 
Harriman-Welts Products Co, 
Heineman Office Equipment | 
Heyer Corp., The. ... 
Hunt Pen Co., C. Howard. 


I 
Industrial Tape Corp....... 
Invincible Metal Furn. Co. 


K 
Kee Lox Mfg. Co...... 
Koh-I-Noor Pencil Co... 


M 
Majestic Looseleaf, Inc..... 1] 
Manifold Supplies Co... 4 
Maso Steel Products....... ¢ 
Mittag & Volger, Inc........ 
Moore Push-Pin Co. “eae 


Chicago .... 9 
Office Manageme nt & Equip- 
ment .. Nj 
Old Town Ribbon & Carbon 
Co 


N 
National Business Show Co. 
National Pencil Co... ... 10 
New Indiana Chair Co...... 1 
Norta Distributing Co...... ] 

0 
Office Management Assoc. of 


Ozalid | 


pear 6 
y 
Pittsburgh Cut Wire Co. 1 
R 
Remington Rand, Ine. 
Rockwell Barnes Co....... 
Rosenthal Co., The........ I 


Ross-Gould Co. ....... 11) 


Ss 

Schollhorn Co., William. .... 1 
Security Steel Equip. Corp. 
Seng Co., The. 10) 
Sengbusch Self-Closing Ink- 

stand Co. ... 
Sheaffer Pen Co., W. {* , 
Sheppard Co., C. E., The... 
Speed-O- Print C ‘orp. .. 
Spencer Rubber Products Co. I! 
Staedtler, Inc., J. S........ 
Standard Steel Equipment 
Co., Inc. I 
Sturgis Posture Chair Co.... | 
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Underwood Corp. 4th cover 
Universal Office Equip. Co. Il’ 


Vv 
Vogel-Peterson Co., Inc..... Ww 
Ww 
Webster Co., F. S.. - 


Wheeldex Mfg. Co., Tne... 10 
Wood Office Furniture wee ; 
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While She Powders 


ALL THREE MACHINES 
ARE TYPING PERSONAL LETTERS 


faster than human fingers can fly! 


AUTO-TYPIST is one of the most amazing 


business machines ever built. 


Any typewriter 


can be mounted on the mechanism. Then it will 
type letiers—automatically—from two to three 
times faster than human typists can work. Your 
typist can operate three or four AUTO-TYP- 
ISTS. She can turn out from 300 to 500 letters 
a day—each letter completely and individually 
typed with a provision for manual interpola- 


tion of names, amounts, 


dates, or any other 


“personalizing” references. 


pects. 


P@™ RUSH COUPON FOR DESCRIPTION OF 
THESE AMAZING MACHINES 


Office managers’ mouths drop open in amazement. 
ists heave deep sighs of relief when they see perforated 
paper record rolls flashing out the tedious repetitive typ- 
ing in one-third the time. 


Typ- 


Sales Managers boost responses to their mailings many 
times by sending individually typed letters to their pros- 
Rush the coupon or a request on your letterhead 
for complete description of the business machine that is 
increasing sales and collections, and speeding mailings for 


America’s biggest companies. Send today for the facts. 
They are free. 


AUTO-TYPIST, 


610 N. Carpenter Street, 
Dept. 159, Chicago 22, Ill. 


AMERICAN AUTOMATIC TYPEWRITER CO., 
Dept. 159, 610 N. Carpenter St., Chicago 22, Til. 


to 500 individually typewritten letters a day on 


AUTO-TYPISTS. 


All information is free and I am 
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